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You: UNLOCK 


“Y and E” Stylemaster Associate Des: 
(size 60” x 30”) in Neutra-Tone Grey 


: OFFICE PRODUCTION | 
yi ‘STEEL DESK 


oy) PEEP ie tage oe Saas Pigs ame a Ss oy 


| EXTRA | from your present office floor space —each desk saves 
17 square feet. You can put more desks in your present space. 


| EXTRA from your office help—these handsome desks make work- 
ing easier—Every inch of top space is in easy reach. Full sized 


drawer units are efficiently arranged. Each desk adjusts to 
comfortable working height. 


| EXTRA | from your office help—because these good looking, mod- 


ern desks give workers’ morale a healthy boost. 


| EXTRA | protection and style—from the attractive metal corner 
caps that add endurance to the points of wear. 
AND 
| EXTRA | from the dollars you spend on desks—because the Style- 


master Associate desk is built of steel in the famous ""Y and E” 
quality tradition. They pay you dividends in extra years cf 
handsome service. 


For complete information on how to unlock extra office production with the new “Y and E” Stylemaster 
Associate desk consult your classified directory for your nearest “Y and E” representative or write: 


a ee, ee PUNE. dO | ae 


‘YAWMAN > FRBE Mrc©. «1 . ‘1045 ee sasibal hidblcwe % 2 N. ne 
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S “The Franchise that Means Quality Merchandise” 
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Now .. . Your Secretary Can Keep Pace With You Accurately! 


_ THE NEW AUDOGRAPH not 
i ied only helps you get more 
Le (SE. work done easier and 
DOE better, but also helps 
your secretary expedite it with un- 
canny accuracy! 

The secret lies in a combination 
of aupoGrapx features making tran- 
scription effortless, eliminating dis- 
tractions, and concentrating your sec- 
tetary's attention on your dictation only! 

The new avupocrapu gives her 
control of volume and tone, with 
understandability achieved by no 
other dictation system. With the 


patented aupoGrapH Electromatic 
Index she can clearly see the length, 
beginning and end of messages. She 
can spot and hear corrections before 
beginning to type. She can start, 
stop instantly, split syllables if she 
wishes, backspace anywhere. She 
can listen through a Feathertone 
Earpiece, tiny as an earring, or 
even on a sound beam — with no 
earpiece at all! 

WHEN YOU CONSIDER 
how much your sec- | 
retary's speed with | 
accuracy increases your 


PLEASE TELL ME MORE! 


own executive accomplishment, when 
you consider all the superior features 
of the aupoGrRaPH . . . then you will 
understand the importance of know- 
ing more about the aupoGrapH before 
you decide on any other dictation 
system. For full information, ask 
your secretary to mail the coupon 
today! —~ 


A PRODUCT OF 


THe GRAY MANUFACTURING COMPANY 


W. E. DITMARS, President - 16 ARBOR ST. - HARTFORD, CONNECTICUT 


Phone AUDOGRAPH your city for demonstration 
Foreign Distribution, Westrex Corporation — 
(Western Electric Export Corporation) 


July, 1948 


Originators of the Pay Station Telephone and 
Makers of C ications Equip since 1891 


Name & TitLe 


Firm 


OM-6 
Business ADDRESS. 
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Budgets are beginning to mean some- _ supply estimating are required, call Your 
thing again. Every penny counts...and a _—Stationer. He’s a specialist and can pro- 
“round house guess-timate” often won’t vide welcome help. That’s just one of the 
suffice. When accuracy and speed in office many services Your Stationer can render. 


an 
A good m ’ 
: A know better 


TRADE MARKS REG.U. S. PAT. OFF. 


oR rr ng gemma 


EBERHARD FABER PENCIL COMPANY 


Leadership in Fine Writing Materials— Office Pencils, Drawing Pencils, Drafting Pencils, Colored 
Pencils, Ink Pencils, Hectograph Pencils, Pencil Erasers, Ink Erasers, Typewriter Erasers, Business 
Machine Erasers, Fountain Pens, Mechanical Pencils, Refill Leads, Rubber 
Bands, Marking Crayons, Compasses, Stamp Pads & Inks, Type Cleaners. 
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Work Simplification in the Office.... 19 
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ODS AND PERSONNEL 


That summer slump 


% ONE of the great myths of office management is that the 
office operates at the same level of efficiency week after week, 
month after month, the whole year around. We go on talking 
and acting as if this were so, in spite of the fact that most of- 
fices experience a notable summer slump in efficiency. 

This slump is the direct result of the methods in use for 
handling the work of individual vacations. When John Doe of 
bookkeeping or Ruth Roe of transcription goes away for two 
weeks in the country, what becomes of the work of John and 
Ruth? There are only three ways of taking care of it—split it 
up among associates, who are usually convinced they have too 
much to do already; entrust it to a temporary summer fill-in 
employee, who rarely knows much about the job and frequently 
cares less; or just let it pile up till John and Ruth return! 

Of late years, when vacations for factory workers were 
introduced, the factory solved its summer problem by shutting 
down for two weeks, so that all employees would have their 
vacations at the same time. In many cases the offices of such 
factories shut down at the same time, and have discovered this 
treatment of the vacation problem to be just as good for the 
office as it is for the factory. 

How about substitution in every office of a two-week shut- 
down for an all-summer slump? 


or rn ve we ; sich oe — _ ota y Piss. ee _ ae om . i . is ve ti a ay — #¥ £ oS i a 
om, Ie i 5 we pa 
PF m7 . 
ait ie - 
é 4 ‘ or e- s ; 7 . 
o” ee ws 5 ’ P : ib . ; 
* et: ie 
OP al ee ‘a i : 
eee a — - i . 
po , : of wm, 
B SF P -_ > , (>> Z 
3 a ae a mH L 
. - a 2 j » } i 
pe Ye Y 4 gg Z > 
epee fai 3 a ey , 
ft, oe pee a? Ee, v 
BS a ed 2. Az aie 
et Ae Po ee c ee > Na 7 
Et oS J 7 
EE — i“ x | a » 
if coe SG he 
di a = : : +i 
‘k i a : . : ra! 
pie ii 3 - - * Pret 
a ee iw es 
SS 
/ | Sharo — Ry ire ea 
€ i : 
| | 
| | 
G | 
‘eo i | | 
we 
| 
July, 194 
5 
ae eS > ieee , a ok See) | ne a nia ee i i Se 


"THE WORLD’S FOREMOST 


Presenting... 


No. 1780F Fiat Top Executive 
Desk 80°°W x 42”’D x 29-30”°H 


ODE-MAKER introduces an entirely new and —_ 
conception of modern design into the building of me 
desks. Its simple, graceful lines and lustrous gray finish ¥ 
improve the looks of any office. Mode-Maker has no sharp © 


ners or edges: no projecting hardware. Made of steel, it wil 
indefinitely There will be no splinters or rough edges to da 
clothing. Drawers will not warp, shrink, or swell. Anodized s 


= aluminum binding, drawer pulls, and bases add a final de 
--— hk — tive note. In addition to its advanced style and striking bes 

No. 1780F Flat Top Executive Desk the Mode-Maker Executive Series, with overhanging ™ 
Rear View brings you utility features and a functional value that mak 

the foremost line of metal desks ever offered to American bus! 
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/ ‘No. L-1760F Flat Top Desk 
60’’W x 30’’D x 29’"H 
No. H-1760F Flat Top Desk 
60’’W x 30’’D x 302”"H 


Mode-Maker incorporates design and utility features never before at- 

tempted in a commercial desk. Writing tops are resilient gray Velvoleum node Maker 

or a special plastic. Drawers are completely interchangeable. Letter file ode- laker Metal DESKS 
drawers operate on heavy duty, progressive ball suspensions of finest 

quality. A new lock mechanism in the center drawer eliminates the 

necessity of pulling out the center drawer to open the pedestal drawers. 

Sliding shelves can be inverted and used as personal tray drawers. Desks 

may be had in either 29” or 3014” height. Mode-Maker is conveniently 

flexible and adaptable to the needs of any office, large or small. Mode- st product of 

Maker is manufactured in 31 models and is the result of GF’s 30 years’ 


experience as the largest manufacturer of steel desks in the world. THE GENERAL FIREPROOFING co. 


Write for literature and the name of the nearest GF branch or dealer. 423 East Dennick Avenue ¢ Youngstown 1, Ohio 
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“ Setting marginsis easy! 


“AS A SECRETARY, I'm delighted with 
the new Remington Quiet DeLuxe KMC 
Typewriter—it's so smooth, so easy in action. 
With its exclusive Keyboard Margin Con- 
trol (KMC) I set margins quickly, simply, 
positively. The exclusive Page End-icator 
flashes a red warning signal when I ap- 
proach the end of a page. The new two-tone 
gtay finish has practically eliminated eye- 
strain due to its absorption of glary light.” 


AS AN EXECUTIVE the Remington Quiet 
DeLuxe KMC offers you many Plus Values. 
One is distinctive Executype—a combination 
of elite type balanced in pica widths—that 
gives you correspondence 


Touch Regulator!" 


the handsome color combination that blends 
so smoothly into any office setting. Still an- 
other Plus Value is the measurably quieter 
operation that makes the whole office a 
pleasanter place in which to work. 


Before replacing any of your present type- 
writers investigate the advantages that Rem- 
ington Quiet DeLuxe KMC Typewriters can 


bring you. Call your nearby Rem- 
ington Rand Typewriter represen- 
tative, have him give you a Plus 
Values Proof Test . . . Let this Plus 
Values Proof Test prove that 
Remington KMC typewriters 


“The typing ‘touch’ that 
suits me best is easy 
to get with the Personal 


“These ringless Plastic 
Keys and exclusive Key 
Trip keep my fingers 
tree from smudges, 

protect my manicure!"’ 


S MORE 
KEASONS Wuy 


Remington KMC" 
s Ass 
Lowest net typing — 


[| Exctusive Longer Wri 
extra writing Capacity 


ting Line gives 
2 Exclusive Four Positi i 
‘ Position Rib 
trol gives more ribbon ra - 


3 The Exclusive Unit Construction as. 
sures lower upkeep, faster Service 


4 Removable Platen lifts out quickly 
easily for daily cleaning. No extracost! 


5 Quieter Carriage Return floats 


at a touch, is less tiring. ie 


| aa 


REMINGTON 


at We 2 : ® 

s % and reports you can be give you better typing at a lower et 

2 * proud to sign. Another is _net cost! Ui e jUxXe 

—s ‘ MAKERS ALSO OF REMINGTON EMC 
“cron Re 4 on Raad THE FIRST NAME IN TYPEWRITERS, .oicsetesS AND PORTABLE TYPEWRITERS 
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She sits all day on a Sturgis Posture Chair, 
which encourages the posture that defeats 
fatigue and develops the poise that person- 


ifies good health. You just know she does 


her work well! 


Write us for information about the com- 
plete line of Sturgis Posture Chairs. Your 
Sturgis dealer will be glad to give you a 


demonstration. 


POSTURE CHAIR CO. 
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We welcome letters from readers on any phase 
of office management. Opinions expressed are not 
necessarily those held by this magazine. 


Thank You, Sirs 


EpIToR, Office Management and Equipment: 

After seeing and reading the June issue of your 
magazine, I can’t help but tell you how well | 
think you covered the 29th Annual International 
Conference and Equipment Exposition of the Na- 
tional Office Management Association. 

Kim Darby was in action in St. Louis, and no 
doubt a large part of the credit for the excellent 
coverage given our meeting should go to him. 

In any event, Mr. Murphy, as current President 
of NOMA, I thank you from the depths of my 
heart for the marvelous cooperation you have 
given NOMA. K. B. WILLETT, Vice-President 

Hardware Mutuals 
Stevens Point, Wis. 


EpIToR, Office Management and Equipment: 

We have been subscribers to your magazine 
OFFICE MANAGEMENT AND EQUIPMENT for a con- 
siderable length of time and the various members 
of our organization who read it consider it very 
worthwhile and appropriate as to the subject of 
office management. 

The coverage that you gave the National Office 
Management Association in your June issue was 
very fine indeed and I know that many members 
of NOMA appreciate your interest in NOMA and 
the splendid manner in which you have supported 
it at all times. W. MILLER BENNETT, Controller 

Inland Container Corporation 
Indianapolis, Ind. 


For Cleaner Offices 


EDITOR, Office Management and Equipment: 

In the office at least, it just is not so that women 

are neater and cleaner than men. In every office 

| they are more numerous than men, in an increas- 
ing number of offices they are getting into really 
important executive positions, yet the average 
office is about the same as it has always been il 
the matter of dust and dirt. 

Perhaps the home and the office have different 
standards in this respect. At any rate, there are 
few housewives who would tolerate the careless, 
haphazard cleaning job that most offices get. We 
spend enough money on office cleaning to get more 
than the “lick and a promise” we get now. 

OLD FASHIONED 
| New York 
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YOU 


dont spend a dime 
Jor needless paper work 


when you use 


UARCO 


business forms 


Ask your Uarco Representative to prove it! He’ll show you 
how a single writing produces every copy you need .. . how you 
save on handling . . . how you reduce costly errors. 

These savings apply to a// businesses — raanufacturing, 
wholesale, retail, general office—every one! Applying them to 
your specific operation is the job your Uarco Representative 


is trained to do. Call him in for a complete survey—there’s 
no obligation. 


UARCO INCORPORATED 
Chicago, Ill; Cleveland, Ohio; Oakland, Calif.; Deep River, Conn, 
Offices in All Principal Cities. 


for instance... 


UARCO Speed-O-Form turns any typewriter 
into a continuous billing machine—in five 
seconds time! No aligning, no carbon stuffing 
—the typist has only to type. And just as Uarco 
Forms permit this minimum writing; so they 
assure minimum handling in distribution, 
minimum \ooking for all concerned! 


INCORPORATED 


CONTINUOUS-STRIP FORMS ; SINGLE SET FORMS AUTOGRAPHIC REGISTERS 
FOR TYPEWRITTEN AND BUSINESS MACHINE RECORDS bust ss JOY MS AND REGISTER FORMS 
‘ly, 1948 OFFICE MANAGEMENT AND EQUIPMENT 
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HIGHER THAN WIDE 
CARD CABINETS — 


ca 


3F3285 


16 in. Deep 36% in. High 


3F3264 — Three (3) Steelmacter 6 x 4 Double 
Drawer Higher-Than-Wide Card Cabinets on base. Capa- 
city: 9000 Cards. Depth: 16’. Total Height: 3614”. 


P3264 — One (1) Steelmacter 6 x 4 Double Drawer 
Higher-Than-Wide Card Cabinet. Capacity: 3000 Cards. 
Depth: 16”. (Not illustrated). 


"364 — One (1) Steelmacter6 x 4 Single Drawer 
Higher-Than-Wide Card Cabinet. Capacity: 1500 Cards. 
Depth: 16”. (Not illustrated). 


3P3285 — Three (3) Steelmacter 8 x 5 Double 
Drawer Higher-Than-Wide Card Cabinets on base. Capa- 
city: 9000 Cards. Depth: 16”. Total Height: 3614”. 


3285 — One (1) Steelmacter 8 x 5 Double Drawer 
Higher-Than-Wide Card Cabinet. Capacity: 3000 Cards. 
Depth: 16”. (Not illustrated). 


rss — One (1) Steelmacter8 x 5 Single Drawer 
Higher-Than-Wide Card Cabinet. Capacity: 1500 Cards. 
Depth: 16”. (Not illustrated). 


AVAILABLE IN “/«¢wee GREY LUSTRE-LITE 
FINISH AND STANDARD OLIVE GREEN 


3P3296 — Three (3) Steelmacter 9 x 6 Deutll . 
Drawer Higher-Than-Wide Card Cabinets on base, Ca 
city: 9000 Cards. Depth: 16”. Total Height: 3614". f ; 


£3296 — One (1) Steelmacter 9 x 6 Double Drave ¢ 
Higher-Than-Wide Card Cabinet. Capacity: 3000 Canis ' 
Depth: 16”. (Not illustrated). 1 


P3960 — One (1) Steelmacter 9 x 6 Single Draw’ ' 
Higher-Than-Wide Card Cabinet. Capacity: 1500 Cardy * 
Depth: 16”. (Not illustrated). ' 


BASES b 


264 — For 6 x 4 Double Drawer Higher-Than.Wid 
Card Cabinet. Height of Base 11 inches. . 


T 


Card Cabinet. Height of Base 614 inches. 


m2o06 — ku: 9 x 6 Double Drawer Higher-Than Wi in 
Card Cabinet. Height of Base 31% inches. 


pert Steel Sales Corp. 300 EAST 145TH STREET + NEW YORK 51. wh 
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3014 in. High 16 in. Deep 


CARD FILING 
SYSTEMS 
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x 6 Doi 6F3352 — Six 3 x 5 double drawer card cabinets on 
n base. (aH base, Capacity 19200 cards. 16” deep — total height 
ht: 3614”. 3614”, 

Youble Draw 6F3352L — Six 3 x 5 double drawer card cabinets each 
+ 3000 Car with locks, on base. Capacity 19200 cards. 16” deep. 
Total height 3614”. 


Single Drv '3352 — Double drawer 3 x 5 card cabinet. Houses 
, on Caria, *PP- 3200 cards. 16” deep. (Not illustrated.) Available 
p individually for additional build-ups. 


13462 — Five 4 x 6 double drawer card cabinets on 
base. Capacity 16100 cards. 16” deep. Total height 3614”. 


her-Than-Wid) 5f3462L — Five 4 x 6 double drawer card cabinets 


each with locks, on base. Capacity 16100 cards. 16” deep. 


) Total hei 14,” 
her Than eight 3614”. 


‘3462 — Double drawer 4 x 6 card cabinet. Capacity 
¥ app. 3200 cards. 16” deep. (Not illustrated.) Available 
sher-Than- Hindu for additional build-ups. 


rk 51 NT 
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1F3582 — Four 5 x 8 double drawer card cabinets on 
base. Capacity 12800 cards. 16” deep. Total height 3614”. 


1PS582L — Four 5 x 8 double drawer card cabinets 
each with locks, on base. Capacity 12800 cards. 16” 
deep. Total Height 3614”. 


'3952 — Double drawer 5 x 8 card cabinet. Capacity 
app. 3200 cards. 16” deep. (Not illustrated.) Available 
individually for additional build-ups. 


165692 — Four 6 x 9 double drawer card cabinets on 
base. Capacity 12800 cards. 16” deep. Total height 3614”. 


1F 5092 — Four 6 x 9 double drawer card cabinets 
each with locks, on base. Capacity 12800 cards. 16” 
deep. Total height 3614”. 


15092 — Double drawer 6 x 9 card cabinet. Capacity 
app. 3200 cards. 16” deep. (Not illustrated.) Available 
individually for additional build-ups. 


AVAILABLE IN %«€* GREY LUSTRE-LITE 
FINISH AND STANDARD OLIVE GREEN 


* NEW YORK 51,N. Y. 
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Another Great 


NATIONA 
BUSINESS 


ISSUE OF 


OFFICE MANAGEME 


|| mmm mt ~ 


The OCTOBER Issue of 


DEFICE MANAGEMENT 20d Sgacement 


Will feature The NATIONAL BUSINESS SHOW—Subscribers' Co 
Will Be Mailed October 10th. ! 


This Show issue, with complete information and pre- Manufacturers—both those who are exhibiting 
views of new and improved office machines and equip- those who are not—are invited to make adeg 
ment, is being prepared as a special service to busy announcements of their lines in this National Bus 
office executives and to the firms who supply them with Show Issue which will have an extra distributio 
office equipment. 1,000 copies to office executives in the New York # 
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such as this one, serve both the buyer and the seller, 
so does this magazine bring them together for mutual — A Geyer Publication N, Vp oe 
satisfaction and profit. 260 FIFTH AVENUE, NEW YORK 1, 
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transo One-Piece Window Envelopes save 


FILL IN 


Uy 
ff 
MULTIPLY BY A 


EQUALS Wd 


A top-notch typist can address 100 envelopes 
an hour . . . but even if she could do 1,000 an 
hour, she'd still be losing money, for Double- 
Addressing letters and envelopes is nothing but 
waste motion! Good-looking Transo One-Piece 
Window Envelopes eliminate wasteful Double- 
Addressing—the letter address IS the envelope 
address, clearly visible through the transparent 
Transo window. 


Designed for mailing correspondence, invoices, 
purchase orders, checks and all other business 
forms, Transo One-Piece Window Envelopes offer 
alert businessmen handsome prizes in reduced 
we office costs. So effectively do they eliminate 

waste motion . . . waste overhead .. . that 
Transo users often say— 
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Hundreds of envelopes addressed in your offices 


7 Average hourly wage of your stenographers 


Transo One-Piece Window Envelopes possess 
decided cost and convenience advantages over 
other window-type envelopes, for with Transo 
there are no loose edges to snag inserts and 
boost stuffing costs . . . no separate windows to 
come unglued . . . no weak point to burst or 
puncture. Today, check the number of envelopes 
addressed in your offices, then take a look at 
Transo and save money! 


For the fact-packed story of 
cutting costs with Transo One- 
Piece Window Envelopes, write 
for Transo’s FREE booklet, “Right 
This Way . . . For Savings.” 


important money wherever they are used! 
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Huge prizes in slashed office costs! 


Money you lose through costly DOUMLG-Addressing ! 


THE ORIGINAL ONE. PIECE WINDOW ENVELOPE — 


TRANSO ENVELOPE COMPANY 


3544 NORTH KIMBALL AVE. - CHICAGO, ILL. 


Offices from Coast to Coast 
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Made by the World’s Largest 
Manufacturers of Rollers and Blan 


Naturally, the leading producer of rollers 
a and blankets for the graphic arts has the 
‘3 know-how to provide you with products — 

which give superior performance. Mercury 
rollers and blankets enables you to match 
FO oo the finest work of large commercial plants. 
a ons Mercury products will “Ring the Bell" with 

; you. 
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Save Time... ay 
RASTER STATION Save Steps... AY 
Cut Costs! AY 


Executive decisions and production problems swiftly, 


clearly carried to the key men in your organization to be 


executed and solved immediately. FLEXIFONE is guality 


engineered and built...modern and functional in design 
to meet your demand for a lightning-fast method of 


intercommunication. Choice of several models with 


capacities up to twenty connections. 
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CPERADIO MFG. co 
Dept. OM-78 St. Charles,- jj}, 


Please send free jj 
ee literature 
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PRONE os yt) 


ENGINEERING 
“AHEAD” ) 


Another one of the important reasons why you, too, should prefer 
the A-S-E line. It’s backed by more than 35 years of engineering 
experience and it’s engineered years ahead to assure America’s 
most modern office furniture line. Write today for full details. 


A-S-E STEEL PRODUCTS FOR MANY USES 


STEEL OFFICE FURNITURE ~- ELECTRICAL OUTLET AND SWITCH 

BOXES + INDUSTRIAL EQUIPMENT FOR FASTER MATERIALS 

HANDLING + FROZ-N-FOOD LOCKERS + CLOTHING LOCKERS - 
WARDROBE, STORAGE, AND COMBINATION CABINETS 


® aim ate 


ALL-STEEL EQUIPMENT INC. 


300 CLEVELAND AVE., AURORA, ILL. 
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By Ewing Galloway, N. Y. 
Simplification of procedure is as vital for the office as it is for the factory 
By O. J. McMunn 
Duquesne Light Co., Pittsburgh, Pa.; 
Chairman of the Board, National Office Management Association 
First of two articles 
* SO MUCH has been written and said about Mogensen’s talk at the Chicago National Office 
work simplification that I would like to preface Management Association Conference on June 4, 
my remarks with some quotations from A. H. 1946: 
_“I want to stress the fact that work simplifica- “You don’t have the trouble down the line that 
tion is a philosophy,” Mr. Mogensen said. “It is you do with top management. It has to start 
something that you must start at the very top of there; and what happens in so many places? Peo- 
your organization, and if you office management ple start off somewhere along the middle, in good 
people can’t get the president of the company in- faith, with a program of this sort and start dig- 
terested in work simplification and get him to ging up things and make a film and show it to 
back the program—actively back it, I mean—you top management; and they'll pat the fellow on 
aren’t doing a real job of work simplification pro- the back and say, ‘By George, that’s a good job— 
motion. fine, I’m glad to see you coming along. You ought 
|. “Tt has to start at the top and it has to be to fire that so-and-so. How could anything like 
backed at the top; the desire actually to put it that go on here?’ , — 
Into effect must be controlling. “In any company which has a work simplifica- 
There must be a complete mental revolution tion program, we use a film, made for that par- 
on the part of everybody in the organization, and ticular company, with a very simple little illus- 
it is a lot harder to get mental revolution up at tration to get the story across; because we are 
‘he top than it is down the line. trying to get it across to top py or 0 
; som a paper presented before the Atl h board of directors and it has to be a simple illus- 
National Office Management fv Fa ae re tration. (Turn to next page) 
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“You have to change your whole formula. 
Teach your people—everybody—from the presi- 
dent on down to the last person in the company, 
the sweeper, the elevator operator, how to think, 
how to use the tools of work simplification; then 
give them the incentive to use those tools and 
you will find there will be so many ideas for im- 
provement coming, you will have to furnish an 
adequate staff to handle them. Then put them into 
effect. The talent is there and we have to realize 
that. We have overlooked in our industrial engi- 
neering and industrial management work for 
many years two simple fundamentals of human 
nature. One is that we, as people, all of us, resist 
change; we resist a new idea. And second, we 
resent criticism. We have overlooked that in at- 
tempting to improve productivity. and as a result 
we find organized resistance; and those of you in 
the office who are worried about organization in 
offices. just think what it will be if you reach 
the point that we have in the case of our unions 
in manufacturing plants, where they will tell 
you how many people you are going to put on an 
addressing machine or mimeographing machine 
—not what is needed. 

“IT don’t blame the people, union or non-union, 
for resisting new methods or for opposing new 
methods. There have been so many instances 
where people were thrown out of work as a re- 
sult of improvements that they are naturally go- 
ing to oppose them; and that is why in any com- 
pany where you start a program of work simpli- 
fication, we feel that it is essential not only to 
teach the people the facts of life, what machines 
and better methods do mean in the way of jobs, 
but also to guarantee that nobody will lose his 
job as a result of work simplification improve- 
ments. If you don’t do that your people aren’t 
going to be enthusiastic about finding better 
methods. 


“Too many people in the office are getting all 
wound up in the details of motion study, in the 


From top to bottom, all in an organization must learn to use the 
tools of work simplification 
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details of standards of production, in the detail 
of incentive methods for individual operations, 

“Let’s give them the tools of analysis to show 
them how to break down the job, and make proc. 
ess charts. And don’t think that can’t be taught to 
every single person in the office, no matter where 
he is located, no matter whether you think he 
needs a chart or not. They will improve their 
jobs if you will teach them how to use the tools, 
Teach them how to question the job. 

“I think our job in the office is one outlined : 
many years ago by Frank Gilbreth, when he said | 
that in the case of many, many operations, we / 
don’t need to study them at all. The fact is, they | 
shouldn’t be performed at all, and I hope to dem. | 
onstrate to you the main value of a work simplif- J 
cation program, which is to get out the steam 
shovel and go after the big savings, the big com. 
missions, the big increases in productivity that 7 
can be accomplished by getting everyone in the 
organization from the top to cooperate on a pro- 
gram of questioning every single thing we do and 
eliminating a great share of it—then we can go 
into the fine detailed analysis. 

“T feel perfectly confident in coming before you 
today and saying that work simplification, I be fj 
lieve, will do more to increase productivity in the jf 
field of office, clerical, administrative, and exect- 
tive work, than any other single tool that you 
can use. 

“Our objective of work simplification for all 
the years since we inaugurated these programs 
has been to make better production and render 
better service at a lower cost and at the right | 
time, and we have preached and we have bee 
able to demonstrate in industry after industry | 
that we can pay high wages and have low costs.” 


Tein SIRE DBO 2 


Homer Smith, training supervisor at Terminal 
Island Naval Shipyard, in his Manual for Offic | 
Supervisors says on the “Work Distribution 
Analysis”: 


“Before a supervisor can undertake a study for 
work simplfication, he needs to know what work 
is done in the unit and who does the work. For 
these reasons, the work distribution should be” 
studied for possible improvements as the first step 
in the simplification program. It is just a matter | 
of taking first things first to avoid backtracking" 
and duplication of effort. In the development of — 
the total improvement, it will be true that some 
readjustment will have to be made from time t) . 
time in methods already developed in order t) | 
effect other changes along the line. & 

“It is in an effort to keep this readjustment 1” 
a minimum, however, that the work simplification! | 
should begin with a study of the work distribu  ! 
tion.” h 1 

| 


Warren Nicol, management consultant, speak 
ing before NOMA’s Montreal Chapter, said that, 
a man must be divorced from his regular duties; | 
to perform special work—engineering work he! , 
calls it. fs 

“You cannot do engineering by working at" » 
a couple of hours every second Tuesday after 
noon.” u 


(Turn to page 61) 0} 
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Where 2,000,000 of all gainfully employed workers are clerical 


Spend Your Labor Dollar Intelligently 


By Bernard H. Fitzpatrick 


Director, Personnel Management Bureau, 
Commerce & Industry Association of New York 


* “I KNOW to the penny my raw material and 
production labor costs,” said a busy executive the 
other day, “but I can only guess how I spend my 
administrative-clerical dollar.” 

This bland acknowledgment is serious today in 
a city of New York’s size where 2,000,000 of all 
gainfully employed workers are “clericals.” But 
the indictment is even more serious, for when the 
profit curves dip, management is too prone to 
tetrench by knocking off pencil purchases along 


i with typists’ salaries—doing in many cases real 


ant, speak | 
. said that 

ular dutie 5 
g work he 4 


rking at 


sday aftel | 
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harm to the productive ability of the company. 

To combat such ignorance with fact, the Per- 
sonnel Management Bureau of the Commerce and 
Industry Association of New York, Inc., in 1944 
undertook the first of a series of comprehensive 
‘urveys of clerical salary rates and personnel 
practices, 

In September of 1945 another such survey was 
indertaken. But the rapid and intense movement 
o salary rates soon made it apparent that an an- 
July, 1948 


nual, or even a semi-annual, survey was inade- 
quate to meet the needs of business. Therefore, 
following the issuance of the 1946 survey it was 
decided to re-survey every two months on six 
key jobs selected so as to give a fair approxima- 
tion of market levels. 

But even the survey on the six key jobs left a 
void in the information of management. There 
are upwards of 65 clerical jobs covered in the 
Annual Survey which is made as of September 1, 
and while the six key jobs might enable the con- 
trollers and salary administrators to guess at the 
movement of other jobs in the market, precise in- 
formation as to the jobs not re-surveyed was 
lacking. 

The Personnel Management Bureau has suc- 
ceeded in solving this problem. In so doing, the 
Bureau has created one of the most useful tools 
for metropolitan employers in this field. This is 
the Projection and Comparison Chart, based upon 
a new device, the Relative Job Value Scales. This 
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ANALYSIS OF SALARY RATES 
Our Rates § Combined Mfg. Mfg. P’tg. Exp. 

Est’d Industries |} Plant Adm. Trade | Trade | Finan- | Utili- & & Insur- 

(Inc. Misc.) || Offices | Offices | W’sale | Retail cial ties Pub. Imp. ance 

Mode $ 40 —|$ 40 — — — — — a _ 
Median $ 44 $ 42| $ 44 |$ 44 |$ 43 |$ 42 |$ 43 |$ 45 1$ 45 1$ 43 
Wtd. Average $ 44 $ 41| $ 45| $ 46/$ 43 |$ 43 1$ 45 |$ 48/$ 44] $ 41 
ge High $ 47 $ 44) $ 48/ $ 51 |$ 46 |$ 46 |$ 53 |$ 54 |$ 461$ 44 
38 Low $ 40 | $ 39 | $ 40 | $ 42 | $ 40 |$ 40 |$ 40 |$ 43 | $ 401] $ 39 
No. Firms 104 5 43 11 11 6 5 3 2 6 
No. Employees 822 | 20] 344) 40] 243 | 20| 57] 12 9| 48 


Relative Job Value Scale is based upon the ob- 
servation of the Personnel Management Bureau 
made over a long period of time that clerical jobs 
tend to retain a constant relationship in economic 


- fluctuations. It follows that if the position of the 


six key jobs can be known at any time, a very 
accurate estimate can be made of the position of 
most other jobs. 

In practice this is done by constructing a graph 
_ of which one coordinate is the dollar value and 
the other coordinate is the Relative Job Value 
Seale. (Fig. 1.) 

Beginning with December Ist of every year, the 
Association re-surveys bi-monthly the six key 
jobs and publishes plotting points for a new line 
upon the chart. An employer can select the job 
in which he is interested on the horizontal scale 
and simply by running up to the intersection of 
the line find the current dollar value of the job. 


The results are accurate within + 1.5 per cent of 
_ the base, since of the 57 jobs for which the Asso- 
} clation has a four-year survey history, 47 remain 


t PERCENTAGES 
r) 


For calculating and Comptometer machine operator, 


senior 


constant within + 1 per cent and 7 additional 
jobs remain constant within + 1.5 per cent. 


The Projection and Comparison Chart has 
other uses. A company can plot the position of 
its own corresponding jobs, draw a line of aver- 
age relationship and at a glance see how its own 
wage level compares with the current area level. 
The comparison will show whether or not the 
company is paying rates above the market or be- 
low the market and it will also show whether or 
not it is paying its lower-grade help too much in 
relation to its help in higher-rated jobs or whether 
it is overpaying those in the higher categories 
and underpaying those in the lower. 


The Relative Job Value Scale can also be used 
as a check upon the internal job valuation of an 
individual company, since the Relative Job Value 
Scale is based itself upon a market appraisal of 
many different circumstances of skill, responsi- 
bility, working conditions, and effort. 


(Turn to page 64) 
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Stenography 
By Miss Bendixen 


% LET me first present the advantages to the 
company of hiring shorthand writers, rather than 
transcribing operators. 

First of all, and most important to the com- 
pany, is the better type of worker screened by this 
process. Shorthand skill is no easy thing to learn. 
Shorthand—any system of it, whether manual or 
stenotype—takes intelligence and perseverance. 
Many are called, but few are chosen to succeed in 
it. The mortality in the first year short-hand 
classes of all schools is very high. The dummies 
and the emotionally unstable and the lazy ones are 
quite well weeded out by the time the class reaches 
the second term. 

Now, the second advantage to the company in 
having shorthand writers is the opportunity pre- 
sented to develop the girl’s ability to the fullest. 
Routine correspondence can more easily be given 
to the shorthand writers, with a word or two as 
to disposition—I mean, if you give a direction to 
a dictating machine it takes quite a few more 
words than if you are speaking to the girl in 
person. 

Third, when a secretarial position is open in the 
company, there is a larger field of tested candi- 
dates from which to choose. The stenographic jobs 
have been the proving ground for the girls. Now, 
I should say that it would be difficult to really 
form an adequate opinion of a girl’s secretarial 
capabilities from her work in the transcribing de- 
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Stenography 
VS. 
Dictating 
Machine 


@ The material herewith on the comparative advay_ 
tages of stenography and dictating machine in hay. 
dling office work has been extracted by OFFIC 
MANAGEMENT AND EQUIPMENT from a report ¢' 
a panel discussion, "By What Methods Can We Be: 
Serve Our Organizations?", presented recently befor} 
the members of the Transcription Supervisors Associ 
tion of New York. 

The two speakers whose remarks were selected { 
presentation here are Miss Ethel Bendixen, assistar 
professor, School of Commerce, New York Universit 
and Mrs Sybil Neale, supervisor, centralized core 
spondence department, Home Insurance Co., Ne 
York. 


partment. The shorthand writer has been anie| 
a different kind of scrutiny than the transcriber, 
Her defects, as well as her merits, have bee 
under a stronger light. In fact, I can see wher 
the more successful a girl is as a transcriber, tht 
less successful she might be as a secretary. 

The fourth advantage to the company is in th 
resulting better human relations. Girls who wor 
day after day at a typewriter, certainly must fe. 
as if they are working in a factory. They are tur 
ing out a product with little pride in their work 
They can easily develop a piece-worker’s philow 
phy. Turn out more work for more pay and‘ 
heck with what it looks like! 

The fifth advantage I have listed has to i 
with the dictator himself. He finds it more stim 
lating to dictate to a real person, who, in ‘ 
mind’s eye, is his audience. He may be mot 
careful in his dictation. He has a chance to in 
out a phrase or a sentence on the stenographe!” 
or to ask her if it sounds all right to her. I askey 
one man who dictates a lot about this point: Dot” 
a man dictate a better letter to a machine thi 
to a shorthand writer? I thought perhaps he dit| 
And he was quite emphatic in saying that bt 
thought not—that face-to-face dictation woul! 
result in a better letter. He said, in fact, he cowl? 
see where the machine would be stimulating i 
a man to just go on and on and on and -_— 
come to an end. 

Now, some dictators do object to a machi! 
from—well, mike fright—shall we call it thi 
They simply don’t like the machine. Now, iso’ 
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there some storeroom or closet in your company 
where you'll find a dictating machine that some 
executive has shoved in there? I am sure if we 
took a poll, there would be many answering 
“Yes” to this question. 

Let us look briefly at this matter from the ste- 
nographer’s viewpoint. First, most people — 
there are exceptions, and these exceptions make 
the very satisfied machine operators—do like to 
have personal contact with others. “I like people,” 
is a familiar expression to us all. Now, the em- 
ployee likes people too. She wants a chance to 
meet them. She wants to see and meet the dic- 
tator. This personal element is almost entirely 
lacking in the machine transcription department. 
She may be working with thirty or more stenog- 
raphers or transcribing operators, but she feels 
alone— almost as isolated as a sudway rider. 
Closely tied to this lack of personal contact may 
be an inability to locate the real authority in the 
office—the individual who holds the power of pro- 
motion for her. She knows the supervisor, of 
course. But doesn’t she recognize in the super- 
visor an employee, too? She really wants to know 
who is who in the office and who has the power 
over her promotion. 

She feels that that shadowy figure behind the 
frosted glass, the boss, whom she never has a 
chance to see—will promote the shorthand writer 
who has been in his office rather than the tran- 
scriptionist who takes off the letters from the dic- 
tating machine. Too, it doesn’t take the personnel 
very long to locate the dead-end departments in 


any company. All of you are, I am sure, aware 
of that. 


Down a well? 


One company said that the girls there referred 

to the transcribing department by saying, “Don’t 
put us in there—it’s like throwing us down a well!” 
I wonder how long it takes your girls to get out 
of your transcribing departments! 
: Now I come to the most important single factor 
in determining the intelligent applicant’s prefer- 
ence for shorthand. She wants to develop on the 
job. She looks upon each job as a chance to 
learn something. What does machine transcrip- 
tion do for her? Well, she steps up her skill on 
that particular operation, but the concomitant 
skills really evade her. She’s not called upon to 
do the stimulating and challenging jobs. Her 
chance of developing into an all-around office 
Worker grows dimmer the longer she stays on the 
machine. 

Summarizing, then—the employer has in the 
seg writer, first, a better type of worker, 
6 the difficulty of the skill has eliminated 

é less able type. Second, he has a more adapt- 
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able worker. The shorthand writer can be given 
tasks to do that will develop her ability. Third, he 
has a larger and more thoroughly tested group 
from which to choose when he wants to make a 
promotion. And, fourth, he has an employee who 
feels more a part of the company. She identifies 
herself with the company, and there are better 
relations resulting from that. And, fifth, he en- 
joys a more realistic dictation period. 

Now, summarizing the employee’s viewpoint, 
the stenographers prefer the personal contact 
that shorthand permits. Second, they have a 
greater opportunity to know the company and in- 
dividuals who run it. And, third, there are cer- 
tainly more opportunities for personal growth on 
the job. 


Dictating Machine 


By Sybil Neale 


% I WOULD like to state a few facts in favor of 
dictating machines and the centralized depart- 
ment. 

First, and of prime importance, is the eco 
nomic saving, which is considerable. The produc- 
tion on dictating machines is 123 lines per hour, 
compared to stenographic work of 61 lines per 
hour, including the time taken for dictation, which 
is an increase in the dictating machine production 
of 102 percent—in comparative cost per thou- 
sand lines on dictating machines is $4.95 com- 
pared to the stenographic cost of $9.91. or a re- 
duction for dictating machine of 49 percent. The 
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cost per letter for dictating machines is 7 cents, 
compared to 12 cents for stenographic work, or 
a reduction for the dictating machine of 40 per- 
cent. These figures are based on records taken 
from one of the dictating machine companies and 
quoted in the book, Office Management, by John 
MacDonald, vice-president, National Broadcast- 
ing Co., formerly Assistant Professor of Manage- 
ment at New York University. This cost results 
in thousands of dollars in savings by a sizable 
centralized dictating machine department. 

Ignoring the angle of centralization, it is obvi- 
ous that the saving by dictating machine tran- 
scription as compared to stenography is tremen- 
dous. 

Training 

Then, training for dictating machine work is 
far more simple than training for stenography— 
particularly these days, when 85‘. of the gradu- 
ates cannot even take dictation at 60 words per 
minute. 

During the war, on account of the difficulty of 
procuring stenographers, it was necessary to take 
typists and train them for dictating machine 
work. Actually, the proficiency in shorthand in 
the inexperienced help is much below the level of 
acceptability. There is no waste of time when a 
girl takes transcriptions through a dictating ma- 
chine, but there is a loss of time for a girl who 


takes stenographic dictation, particularly if she js 
sent to a man for dictation and he tells her to come 
back later. A stenographer would have to be ex. 
perienced in certain shorthand outlines for certaiy 
routine work which the beginner transcriptionis 
is placed on—such as investigator’s reports— 
whereas, for a transcriptionist this is very simple, 
What is difficult for a stenographer is very easy 
for a transcriptionist. 


Personnel reduction j 
The advantage of the dictating machine—one 


great advantage, of course—is the reduction ip — 
personnel. And that is due to the increased pro. 
duction. There is no waste of time in taking the | 
dictation; there is equal distribution of work—n 
rush work need to be held over until the next day; 
wages are more consistent; definite standards are 
maintained; and there is a uniform quality of 
work. 

Dictating machines are not affected by absen- 
teeism. If a stenographer takes dictation, and is 
absent the next day, this work either has to be 
held over or re-dictated. On dictating machines, © 
if there is more than one cylinder, this work may | 
be distributed and the work completed. With dic. | 
tating machines, too, there is elimination of fay- 
oritism—a dictator using stenographers usually 
prefers the good looking girls, whereas with the: ! 


(Turn to page 58) 
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Antique copper lamp base and copper trim on the shade harmonize with the deep terra cotta tones 
of the leather desk accessories and chairs at right and left in Sally Woodward's office. The desk 
chair is deep green. 


When Women Furnish an Office 


By Andrew Duane 


* “WHAT wouldn’t I do with this office if I had 
the chance!” 

Exasperated by man-planned office interiors, 
many a woman office employee gives utterance to 
some such remark as this. With the rise of women 
to supervisory and executive positions during the 
War, Many a woman got to do something about it, 
and in her own private office at least managed to 
introduce a pleasing touch of color and cheerful- 
ness, 

When Flanley & Woodward, a partnership of 
Mabel Flanley and Sally Woodward, specializing 
in “the woman’s angle” in public relations, moved 
the first of the year they had the opportunity of 
decorating the offices in a manner consistent with 
the fact that while Flanley & Woodward is an all- 
women organization, all their clients are men. 

The result, with none of the fuss and frill which 
‘ome men fear, is smartly business-like-and def- 
Initely feminine offices. 
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Some of the ways in which this has been 
achieved are of special interest, but they leave one 
with the underlying thought that the arts and in- 
stincts of women as homemakers and hostesses 
are probably the basic answer. Mabel Flanley 
and Sally Woodward acted as their own decora- 
tors. 

The firm name on the outside door is a modified 
script design similar to the style used on the com- 
pany letterheads, and is made of birch wood which 
has been pickled to give it an interesting finish. 
Inside, the first impression is one of pleasing 
color—cool, quiet, yet cheery. Not until one 
studies the color does one realize that this feeling 
is achieved through a skillful use of five or six dif- 
ferent shades and tones. Green, darker, bluer and 
greyer than most, has been used as a restful basic 
wall color throughout. The tone has been varied 
in different areas and blends perfectly with added 
decorative colors. A modern feeling has been 
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achieved—in an old building—by the use of black 
for door frames and base boards. This harmonizes 
with the marbled blocks of linoleum, black, grey, 
and a touch of green, used in all but the two exec- 
utive offices and the conference room. Natural 
cedar venetian blinds in these general offices give 
the needed brightness for cheer. The furniture 
is a satisfactory combinatien of the traditional 
and the modern. 

In the conference room and the five private of- 
fices, cabinets and shelves of mahogany have been 
built in. Decorative as well as useful, and de- 
signed to meet the particular needs of the or- 
ganization, these spaces are fitted into jogs and 
niches in the wall spaces, such as will be found in 
any old building when partitions are removed and 

_new ones put in at new angles. 


Pillar turned to advantage 

This readjustment of partitions resulted, among 
other things, in the fact that a pillar, a foot 
square, must of necessity remain practically in 
the middle of Mabel Flanley’s office. Rather than 
try to hide anything so obvious as this, the pillar 
was mirrored on all four sides, and now gives 
added distinction to the office as well as a feeling 
of space. 


Adding to the feeling of space, is the use oj 
Modern-Fold doors between the conference room 
and Miss Flanley’s office. These doors may lx 
opened so that the two rooms become one, whey 
desirable. The doors are of a light grey-greey 
plastic, with aluminum frames and handles. 

Space and depth are gained in the reception 
room by the use of panel wall paper in an Oi 
Salem print. A blonde step-down table and 
chairs, upholstered in a light terra cotta shade, | 
reflect their colors in an antique copper milk pail, 
used for an umbrella stand. and a philodendron 
filled antique copper beer dispenser in the corner. 


Use of glass 


Corrugated glass is used in the walls in three | 
of the private offices, to allow some light to filter 
through to other rooms, as well as to add a decora. | 
tive touch. French doors open onto a 4-foot ter. 
race which runs along the entire south side of the ! 
offices. : 


Certainly one would know that “there’s a -" 
man in the house” when in these offices, but just 
as certainly they are rooms where men can feel at 
ease, can spread out their papers and go into con 
ference. 


From the conference room, looking into Mabel 
Flanley's office. A Modern-Fold door allows this 
office and the conference room to be thrown 
into a single area when desired. Window and 
drapes from the conference room are reflected 
in the mirrored pillar at the right. The desk 
chair is dark red leather: other chairs, white 
leather. 
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File boxes at New York Life Insurance Co. 


FILING AND FINDING 


at New York Life 


By Kimball Darby 


* EIGHTY-SEVEN THOUSAND FILE DRAW- 
ERS are needed to accommodate the active files 
of the New York Life Insurance Co., to say noth- 
ing of additional drawers for semi-active and 
dormant files which total about 28,000; so it’s easy 
to understand why the filing technique must be 
an efficient one if the other business operations 
are be paced properly. 

In order to facilitate these operations rather 
than hinder them, the New York Life’s Division of 
Files adheres rigidly to certain princples of good 
filing, namely : accessibility, speedy fulfillment of 
file requests, continuous control of the files, and 
their proper segregation. 

Accessibility of files, most of which are likely 
to be requested by the various departments at a 
moment’s notice, is a matter of great importance. 

The application that is found easily, and dis- 
patched quickly to the interested party, often 
smooths the way towards the successful termina- 
July, 1948 
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tion of the business at hand, while many times, 
a file that is lost or “buried” creates a delay that 
might easily cause the loss of business, and cre- 
ate ill-will. 

Four floors are maintained at the home office 
of New York Life at 51 Madison Ave., New York, 
for the storage of all files and records. On the 
headquarters floor of this four-floor department 
(all located in sub-basements of the building), 
are better than 5,000,000 active files representing 
the bulk of the company’s business transactions. 
These are kept in document-type file drawers 
stacked eight files high, the uppermost files being 
accessible by means of movable ladders. 

Activity 

Applications are exceptionally active from five 
to six weeks after issue, because it is during this 
interim period before the policy becomes in force 
that the insured seems to give the most thought to 
his investment, and is in mail or telephone contact 
with the agent fairly often. 

Seventy-five per cent of the policies issued out- 
side New York City are held for a period of time 
subject to “vital requirements.” During this time, 
because of the necessity for multiple handling of 
the forms, the files must be kept close at hand. In 
view of these considerations, files that have the 
greatest activity are maintained in drawers lo. 


cated directly in front of a cage housing the pneu. 
matic tube system. 


Pneumatic tubes 


The Lamson pneumatic tube communication 
system represents an extension of the observance 
of this rule of accessibility, for it places the con. 
tents of this great fiie area figuratively at the 
elbows of the men in other departments who often 
enough need a file quickly—far more quickly than 
a messenger service would be capable of satisfy. 
ing. Depending on the weight of its contents, a 
carrier can be whipped through its tube at the 
rate of from fifteen to twenty-five feet in a second 
vertically and more as the angle of the tube ap- 
proaches the horizontal. The system at New York 
Life employs one of the largest size carriers, well 
suited to the files, which often include the accumv- 
lation of many years’ correspondence. In the 
course of an average working day, more than 20, 
000 applications are withdrawn or returned to the | 
files, and more than 3,000 pieces of correspon- | 
dence are sent to the file division to be filed with § 
the applications. 

With the knowledge that many of these file 
reach individual weights of from 2 to 4 pounds, 
it can be appreciated that a pneumatic tube sys- 
tem, rather than human messengers, is essential. 

(Turn to page 66) 


File Division pneumatic tube station at New York Life Insurance Co. 
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By Ewing Galloway, N. Y. 


* IN view of existing building conditions and 
lack of proper office space offered by realtors, 
there arises a critical need for careful office plan- 
ning. It is therefore important that space, and 
equipment, be used to the fullest advantage. 

These desirable results will arise out of the 
proper office layout planning: 

1. Provision for sufficient but not excessive 
space for each individual and the complete work- 
ing unit, based upon careful study of all of its re- 
quirements. 

_ 2 Provision for working conditions conducive 
_ tothe highest standard of working efficiency and 
comfort, in keeping with the tasks to be per- 
: formed, and representative of the character and 
} standing of the organization. 

3. Facilitation of supervision, control, and the 
flow of work through the office by means of prop- 
er layout, intercommunication facilities, and 
mechanical contrivances. 

4. A plan for expansion so that interim moves 
may be reduced to a minimum. 
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Critical need for office planning 


OBJECTIVES ACHIEVED 


By Ralph Tabakin 
Consultant, R. Ralf & Associates, Richmond, Va. 


With the increasing of work loads, the prob- 
lem of providing space to facilitate this and per- 
sonnel expansion must be solved. Since there is 
no additional space to be obtained, it is necessary 
to utilize all available space efficiently. An inspec- 
tion and study of the present quarters must be 
conducted with the idea of rearrangement and 
reallocation. 

The preliminary survey should include an in- 
itial analysis of office procedure and duties of per- 
sonnel concerned. Duties need not be considered 


For template layout 
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in detail, but sufficient study should be made to 
show the nature of the work, the manner in 
which work moves from one service or section 
to another, and the relative importance of the 
work to the over-all mission. 

Duties of the individual should be studied to 
avoid duplication and to accomplish divisions 
when advisable. 


A template picture 


After a detailed survey of the present person- 
nel and space allocation has been completed, the 
next step is to prepare a template picture, to scale, 
of the present layout for the purpose of setting 
up a background for comparative purposes and 
also to serve as a check list of existing furniture 
and equipment. The plan of the present layout 
assists in determining where expansion or 
changes are most needed, or even the complete 
re-organization of the entire office. 

A well-prepared template study is the basis of 
putting into effect the objectives as stated in the 
preceding paragraphs. 

Before commencing the template job of the 
present location, it is highly important that all 
existing floor plans which are to be used be cor- 
rected and brought up to date, particularly in 
disclosing all details of structural, plumbing, and 
other facilities which are to be shown or are in 
relation to the move. Emphasis must be put on 
obtaining full information on the present wiring 
and the correct area (square footage). Only after 
all these facts have been ascertained should per- 
mission be granted to proceed with the tem- 
plating. 

For the best results in achieving objectives, it 
is pertinent to choose with care the proper per- 
sonnel to fulfill the assignment proficiently. It has 
been found through personal experience that it 
is best to make this selection from those people 
whose interests lie in realizing the objectives de- 
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sired. They are constantly dealing with minor 
corrections in personnel assignment, moving of 
office furniture and equipment, and repairs in the 
floor plan. 

The majority of planning personnel have found 
that floor plans either drawn or blown up toa 
scale of 14 inch to a foot are best to work with, 
After all corrections have been completed, and the 
outlines of building and partitions re-inked, 
mount the plan on Celotex (preferably 14 inch) 
or some other type of soft board. Plywood gives 
the plan a firmer backing, but this type of board 
is too hard to stick staples or map tacks in, 

If the floor plan proves to be too large to mount, 
it is advisable to allow the center of corridors for 
the cutting line; instead of dividing an office or 
other administrative space which has to be tem- 
plated. 

After this has been finished, notify the concern 
that has been contracted to do the photostatie 
work as to what purposes the giant prints are to 
be used. The reason for this is to enable the 
copier to keep a weather-eye on the “wet-dry” 
process of the photostat to prevent the plan from 
stretching or shrinking too much in excess of the 
original scale. 


Necessary precaution 


This is a very necessary precaution because 
the finished template job is to be used for planning 
the future moves of the office. Also, in the event 
of tracings, one can be positive that the finished 
blueprints are correct in every detail. These 


prints will probably be distributed to personne 
and section chiefs with instructions to follow ther 
to the letter. Therefore the true scale must be ad: 
hered to. 

Once all basic details have been completed, the | 
time is ripe to proceed with the proper template | 
layout. 


(Turn to page 68) 
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NEW PURCHASING AGENTS' EXECUTIVE COMMITTEE 

Seated, left to right: Dist. 4, Nelson J. Gibbins, Motor Wheel Corp., Lansing, Mich.; Dist. 3, 
Lyall C. Stilp, Kimberly-Clark Corp., Neenah, Wis.; new president, Ralph O. Keefer, Aluminum Co. 
of America, Pittsburgh; past President, Garnot T. Dickson, Goodyear Tire & Rubber Co. of Canada, 
Ltd., New Toronto, Ont.; Dist. 9, George J. Cronin, Commonwealth of Massachusetts, Boston. 

Standing, left to right: Dist. 2, C. G. McLaren, Shell Oil Co., Inc., Tulsa, Okla.; Dist. 7, T. A. 
Corcoran, Courier-Journal and Louisville Times, Louisville, Ky.; Dist. 6, E. Lee Clayton, Philip Carey 
Mfg. Co.; Lockland, Cincinnati; Dist. 1, Harold H. Cake, J. E. Haseltine & Co., Portland, Ore.; 
Dist. 8, J. S. Rutherford, American Magnesium Corp., Buffalo, N. Y.; Dist. 5, H. D. Caplan, Building 


Products, Ltd., Montreal. 


Purchasing Agents Hold Convention 


* “GOOD BUSINESS on a Sounder Basis” was 
the finding of the business survey committee of 


| the National Association of Purchasing Agents, 


who held their 33rd annual International Con- 
vention and Informa-Show at the Waldorf in New 
York May 31st through June 2nd. 

At the convention, which saw the election of 
Ralph O. Keefer, Aluminum Corporation of Amer- 
ica, to the association’s presidency, commodity 
forums were held which delved into the future 
of steel. fuels, nonferrous metals, paper, textiles, 
chemicals, foods, and containers. Garnet T. Dick- 
son, manager of purchases and customs, Goodyear 
Tire and Rubber Co. of Canada, Ltd., New Toron- 
to, is outgoing president. 

The happy outlook was reported by Robert C. 
Swanton, Winchester Repeating Arms Co., chair- 
man of the survey committee. He reported that 
the survey indicated consistent buying policies, 
balanced inventories, a trend toward stabilization 
of industrial commodity prices, and more confi- 
dence in future business. 


July, 1948 


“It is apparent,” he said, “there are more favor- 
able factors at work than unfavorable, in the busi- 
ness picture.” 

Harold Boeschenstein, president, Owens-Corn- 
ing Fiberglas Corp., discussed the general business 
outlook also. He felt that the effect of increased 
military spending wouldn’t be great for some 
months yet, at least in those lines which weren’t 
already in short supply. This is the time, he urged, 
to consider substitute materials for future use. 

Mr. Boeschenstein said that government con- 
trols are not the solution to the problem of achiev- 
ing increased production. . 

“Shortages have a surprising way of corfecting 
themselves,” he said, “whereas government con- 
trols, frequently urged as a means of dealing with 
shortages, have a pernicious way of spreading and 
perpetuating themselves. Controls cannot increase 
production. They tend to restrict production. 
They bring about a more or less arbitrary distri- 
bution of scarcity.” 


(Turn to next page) 
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Ralph O. Keefer 


president, National Association of Purchasing Agents 


Mr. Boeschenstein pointed out that signs indi- 
cate that many shortages have corrected them- 
selves, and that the consumer is acquiring a bet- 
ter sense of values to the end that competition is 
becoming more keen. He said that he believed in 
high wages, but that they are possible only 
through higher production. 

“Rules and practices designed to limit produc- 
tion, well-named ‘featherbedding,’ are a malig- 
nant and contagious disease that weakens the en- 
tire economic structure of our country, and pen- 
alizes the opportunity of everyone of us to raise 
his standard of living,’’ Mr. Boeschenstein said. 

Of interest to purchasing executives in all the 
business and industrial fields was the address of 
Clifton E. Mack, director of the Federal Bureau 
of Supplies. He called on his listeners to “have 
more than a casual interest” in the forms with 
which the purchasing operation was carried on, 
and to work toward a project of forms analysis 
and design with a view to standardization. 

“A specific contribution you can make in con- 
nection with forms analysis is to bring its vital 
importance to the attention of top management,” 
Mr. Mack said. “That forms and supply are 
closely related is a fact which might require ex- 
planation on your part. Make that explanation.” 
Purchasing’s highest award—the J. Shipman 
Gold Medal—was presented to F. Albert Hayes, 
director of purchasing, Bigelow-Sanford Carpet 
Co., New York, at the association’s annual ban- 
quet. The presentation was made by R. Park Lam- 
born, general purchasing agent, Kennecott Copper 
Corp. The Shipman Medal, founded by the Pur- 
chasing Agents Association of New York, is 
awarded annually “to one who by precept, ex- 
ample or distinguished service, has contributed 
to the advancement of purchasing.” 
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Cost Accountants’ 
Conference 


% CLINTON W. BENNETT of Boston was ; 
elected president of the National Association of — 
Cost Accountants at the 29th annual conference 
of the Association held in New York last month. 
A partner of Cooley & Marvin, accounting and 
management engineering firm, Mr. Bennett is well 
known as a writer and lecturer on business topics, 
He is a past president of the Massachusetts So- 
ciety of Certified Public Accountants, a member 
of the Council of the American Institute of Ac. 
countants, and has served with N.A.C.A. for sey- 
eral years as a director and officer. 

Other officers elected at the annual meeting 
were: Vice-presidents—Harry D. Anderson, Syra- 
cuse, N. Y.; William B. McCloskey, Baltimore, 
Md.; Warren J. Faust, Bridgeport, Conn.; Ed- 
ward J. Hanley, Pittsburgh, Pa.; Edwin Heinen, 
Houston, Tex.; Harry C. McCluskey, Chicago, Ill. 
Herman A. Papenfoth, Hartford, Conn.; Harvey 
E. Stonehouse, La Habra, Cal.; Philip J. Warner, 


New York City, was elected treasurer. 


More than 2,000 members of the National As- 
sociation of Cost Accountants attended the meet- 
ing, which considered the impact of current } 
economic problems on industrial accounting tech- 
niques. The National Association of Cost Account- 
ants, largest industrial accounting organization in 
the world, has over 24,000 members organized in 
98 chapters in the principal industrial centers of 
the United States,and has chapters in Hawaii and 
Cuba as well. Founded in 1919, it is dedicated to 
preparing its members for greater responsibilities 
in the accounting and management field. 


Clinton W. Bennett 
president, National Association of Cost Accountants 
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News in 
Pictures 


Vas 
of | 
nee RIGHT: 
ith. WILTSHIRE MODERN is the name given to these new func- 
tionally designed desks, made by the Imperial Desk Co., Evans- 
and ville, Ind. The line includes two sizes of Conference desks (upper) 
well 86 x 45 inches and 75 x 40 inches, and the Consultation desk (be- 
. low). Each are made with semi-flush drawer pulls, ball bearing 
NCS. suspension on file drawers, and equipped with adjustable bases P 
So- with a range between 29 and 30!/2 inches. The entire line is avail- % 
able in walnut and Softone finishes. ’ 
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ABOVE: 
COMBINATION smoker and magazine rack, latest addition to 
nts the Smo-King smoker line designed and manufactured by Nestler- 
Fields Mfg. Co., Inc., 602 Wythe Ave., Brooklyn, N. Y. Has triple- 
plated chrome finish. The first plating, copper, is for rust pre- 
vention; the second, nickel, adds to the protective strength; the 
third plating, chrome, gives surface hardness and brilliance. 
Measures 27 inches high. Has a removable amber tray. The 


magazine rack is 13 inches high, 16 inches wide. Retails for $28. 


RIGHT: 
HIGH DUPLICATING COSTS? The Cummins Co., 314 Superior 


a Cleveland, Ohio, feels its collator can help reduce them. 

: ith no moving parts, nothing to wear or replace, the collator 

25 simple to operate, reduces personnel fatique. Four sheets in 
tach pickup motion by both hands, produces 2 to 2!/2 times the 
normal output at flat tables. Its many uses include interleaving 
sardons and onion skins, envelope filling, typing and mailing and 
neon desk work. Each holder pocket will take 300 copies, 
Pound paper, 8!/. x 11 inch and legal size sheets. Full desk 


and holders occupy 30 x 60 inches of space. Priced at $250 f.o.b. 
Cleveland, 
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BELOW: 

JUDGE'S CHAIR, one of the newest in the line from the 
Bright Chair Co., 133 Bleecker St., New York. Made with the 
highest grade top leather, with rubberfoam filling over spring 
construction. Arms and head rest are also filled with rubber- 
foam. Seat depth is 20 inches, height of back from seat 29 
inches and overali width 27 inches. Available in all popular colors. 


ABOVE: 


NEW SERVUS-TABLE, the latest model Kisco Circulair, manu- 
factured by Kisco Co., Inc., 39th & Chouteau, St. Louis, Mo. This 
functional unit combines efficient draftless air circulation with an 
attractive and convenient table, and can be used in the home, 
office or wherever desired. The legs and protective grille are 


ABOVE: 


MEMO PAD, produced by Marlow Products, 3923 North Ker. 


neth, Chicago, offers their new Memo-Master, designed to fulf 
the needs of home, office and school. Styled of durable plastic 
in several colors. No parts to get out of order, it uses the stand. 
ard adding machine roll, has rubber feet to prevent scratching 
and has convenient pencil rest. The cross-bar serves as a space 
for an imprint or advertising message. 


ABOVE: 


LETTERING INSTRUMENT for craftsmen, architects, engine’ 
and artists, the Varigraph is a small mechanical device for * 
producing many sizes of letters from a single templet directly " 
ink or pencil on any suitable surface. The letters may be rep 
duced to any desired width combined with any height betvet’ 
075 and .750 of an inch. The manufacturer, Varigraph Co. - 
2715 Vine St., Lincoln, Neb., claims the device saves as ™ 
as 90 per cent of the time now required for hand lettering. 

All parts are corrosion resistant and are enclosed in a “# 


of chrome and the beige linen-weave top is alcohol and heat molded of Tenite which is secured to an alumilited base. De 
resistant. The table is 27 inches high, 24 inches in diameter. liveries will not be made until August. 
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RIGHT: 

NEW RECORD FOLDER. The Globe-Wernicke Co., Carthage 
Ave., Norwood, Cincinnati 12, Ohio, recently announced the pro- 
duction of the new Vis-ette, a visible card record folder. This 
sturdy pressboard folder has metal channels holding 20 Kraft 
pockets fastened inside. Each pocket is die-cut to take a 5 in. x 
8 in. card on one side, and companion card which may be 4 in. 
x 6 in. or 3 in. x 5 im. on the other side. The pocket holders and 
title protecting strip margin are made of clear celluloid. Five 
more pockets may be added if desired. The convenience and 
ease with which the folder can be filed in a regular letter size 
file, a desk file drawer or slipped into a brief case, makes it 
especially useful. The angular celluloid tab makes indexing, filing 
and fincing simple operations. 


LEFT: 


exhausted. 
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BELOW: 


SMART STYLING combined with sturcy construction has been 
built into this new Sunstrand adding-figuring machine, produced 
by the Underwood Corp., | Park Ave., New York. Finished in 
an attractive two-tone gray and black combination, the machine 
has a newly-designed paper tear-off knife that provides complete 
visibility for all the figures. The Sunstrand is available with 
various column capacities and other features. 


July, 1948 
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ELECTRIC DRINKING WATER COOLER, refrigerated by Kel- 
vinator, and produced by the Ebco Mfg. Co., Columbus 
introduces a revolutionary new principle of refrigeration and tem- 
perature control. 
storage compartment, and a freezing compartment 
ice cubes, equivalent to three and a half pounds of ice, are out- 
standing features of the sanitary cooler. 

Enhanced by the use of durable sanitary Monel metal for the 
compartment liner, cold plates, and interior fittings of the re- 
frigerated compartment, the bottle-type cooler gives a constant 
view of the available water supply so it never need become 


Ohio 


A generous water-cooling capacity, a large cold 


for 28 large 


= 


i. 


ABOVE: 

THIS CORD COVER is available from the PlaStyled Producis 
Co., 364 West 23rd St., New York. The Kant Knot eliminates 
kinking, prevents wear, is simple to install, and is light and dur- 
able. Made of plastic, in six rich colors, it measures 46 inches 
long and has a large diameter so that it will fit all types of 
cords easily. Individually packaged in a neat compact unit, 
packed two dozen in a box. Retails at 25 and 29 cents each. 
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ABOVE: 

SERVATYPE DESK, a sturdy, safe, compact desk for the aver- 
age office machine. Made by the Doran Mfg. Co., 2350 West 
58th St., Chicago 36, the desk features a new slanting shelf to 
accommodate books and stationery, and has tube rolled edges 
which makes it snag and vibration proof, says the company. Com- 
plete with two drop leaves, it has a grained masonite top and 
heavy gauge all steel base in walnut finish or grey baked enamel 
finish. Desk is 27 inches high, top is 16 x 20 inches with two 
9 x 16 inch drop leaves and slanting shelf 8 x 18 inches. Packed 
set up, one to a carton f.o.b. Chicago. Shipping weight is 30 Ibs. 


ABOVE: 

WITHHOLDING TAX COMPUTER. The 1948 Victor Recordex 
withholding tax computer is being offered by the Victor Safe & 
Equipment Co., Inc., North Tonawanda, New York. It includes 
all of the five payroll periods in one unit for one price. All wage 
amounts show in the visible margins providing instantaneous refer- 
ence, and these margins are protected by non-glare transoloid 
from soil and wear. Each unit takes little space in a desk or file 
drawer. Can easily be carried from place to place as it is light 
and fits in a brief case. 


BELOW: 


WITHHOLDING TAX CHART made by Delbridge Calculating 


Systems, Inc., 2502 Sutton Ave., St. Louis, Mo. A simplified, easily 
handled chart, it shows at a glance, the proper deduction to bs 
made. The chart is priced at $3.50. 


BELOW: 

WING-TIP, newest fluorescent line offered by Globe Lighting 
Products, Inc., 16 East 40th St., New York. Light shown here, is 
available in 31 and 55 inch body length. It is equipped with two 
lights, 20 or 40 watts, and end closures finished in gleaming chrome 


BELOW: 

ELECTRIC CASH REGISTER, made by the Clary Multiplier 
Corp., Los Angeles, Calif., and soon to be available, according 
to them. The register has a 5-way electric lock, stainless ste! 
drawer mounted on six roller-bearings, removable tills made of 
washable plastic, locked-in rewind unit, and automatic safety fe 
tures of the charge sale and paid-out control bars. Automatic 
handling of retail transactions eliminates the need for keeping 
memos in the till when it is necessary to balance the cash. Wit 
this machine, the money counted in the drawer is quickly checked 
at any time by taking a sub-total. 
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ABOVE: 
FLOW-AIR CIRCULATOR, designed and manufactured by 
Modern Utilities Company, 3733 La Salle Street, St. Louis 10, Mo., 
utilizes an exclusive, patented Floating Air feature to provide com- 
plete roomwice circulation of the low cool air without annoying 
direct blasts. 

lt is of sturdy all-metal construction, and is completely enclosed 
n a protective grill, making it absolutely safe the company says. 
Stands 16 inches high, is 13 inches in diameter; weighs 20 Ibs. 
and is finished in a rich, lustrous bronze. The Flow-Air is powered 
by an oversize 1/30 H.P. motor; utilizes a 3-blade 12-inch vairified 
air impeller, scientifically designed to quietly circulate a maximum 
amount of air, and has a three-speed centrol. Priced at $29.95 


ABOVE: 


NEW STENCIL DUPLICATOR introduced by the A. B. Dick Co., 


vadek a lection Bivd., Chicago 6. The top of the five new 
50 + Is heavy-duty, electrically operated mimeograph, Model 
predee tas & capacity of a full ream of 20-pound paper and will 
oo m1 to 180 copies a minute, according to the company. 
ph _ nae clamp holds standard stub, stubless, and uni- 
eas encils which can be instantly attached or detached. The 
tion a enclosed with semi-automatic ink distribu- 
ag — 's an automatic shutoff on the copy recorder. The 
ible nisne are automatically stacked in a three-way adjust- 

receiving tray. Machine has a smooth gray-hammered finish. 


July, 1948 


ABOVE: 
SPEED ERASER offered by the Blue Robin Corp., 1! West 42nd 


St., New York. Makes controlled, automatic erasure on master 
plates used in offset duplicating in as little as 3 seconds, accord- 
ing to the maker. It eliminates realignment, will not harm the 
plate surface and will not smudge the image, it was demon- 
strated. A simple pumping action removes the grease image 
only, leaving plate ready for the correction. Comes complete 
with extra refill for $6.95. 


COWELL 
J 


REDUCTION FINDE 
eR  - 


— 
7. 


ail 
ABOVE: 

VISUAL REDUCTION FINDER gives quick answers to layout 
problems by enabling user to determine at a glance, the size of 
copy after reduction or enlargement. You can see the portion of 
a picture you want to save and mark the copy for precise crop- 
ping by placing the finder squarely over the copy, swinging the 
diagonal arm and reading the exact dimensions in whatever pro- 
portion needed. Durably constructed of clear Lumarith acetate, 
the 9 x 12'/g foot size is priced at $5, the 18 x 22 pica size at $8. 
From the Advertiser's Sales Co., Box 1216, Fall River, Mass. 
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LEFT: 


BELOW: 

ELMER H. WENDORF, teller of the Badger office of Milwau- 
kee's First Wisconsin National Bank, is shown below, signing a 
cashier's check for a customer. The Protectograph signer is identi- 
cal to those installed in the other |! branch offices and in the 
bank's main office, and all carry the signature of the bank's cashier 
A. G. Casper. Prior to installation of the mechanical signing 
method, the customer would have to wait until the check was 
presented to an officer for signature. Cashier's checks and other 
instruments now are fully completed at the teller's window, reliev- 
ing both the customer and the bank officers of the wasted time 
and interruption formerly required for signatures. 

The First Wisconsin is one of the largest and among the first 
U. S. banks thus to standardize and streamline its official check 
signature methods, according to officials of The Todd Company 
Rochester, N. Y., manufacturers of the signers. Rated 29th among 
the nation's 300 largest banks at the end of 1947, the First Wis- 
consin reported $522,356,294 in depesits. 
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UTILITY DESK for use with the Camera-Reader which is also 
illustrated. 
New York 23, the desk holds Camera-Reader, 144 rolls of index film 
in 4 handy file drawers, a 2-shelf storage cabinet pedestal, and 
comes in an all-steel, neutratone gray hammered steel finish with 
washable linoleum top with white metal trim. Desk is priced at 
$150 while the 35 mm Camera-Reader, model C-435, is $595. 


Made by Microfilm-By-Microstat, Inc., 1860 Broadway, 


BELOW: 

1948 OSCILLATING ELECTRIC FAN introduced to the trad 
by Wade-Youmans Co., Alliance, Ohio. Fan has a satin aluminum 
finish, nickel plated steel frame and weighted base. The mote, 
housing is ventilated for cool operation. Oilless bearings in « 
newly designed motor, the most powerful fan made in the "Chron. 


Ever" line, retails at $14.95. Also available is an 8" Stationay | 


Desk model, retailing at $7.95. 


BELOW: 

ELECTRIC WATER COOLER, a new model from Cordley i 
Hayes, 443 Fourth Ave., New York. Called the HCS-I0W, it ha 
a water-cooled condenser instead of the conventional air-cooles 
type. Designed for foundries, steel mills, factories and simi 
installations, it delivers almost 12 gallons an hour, normally using 
less than 18 watts per gallon of water cooled. Powered by 1/6 hs 
hermetically sealed motor, it is lubricated for life, the compar 
claims. Entire system is covered by 5 year warranty. 


July, 194 
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BELOW: 

GATHERING PAPERS is made easy for office personnel with 
this automatic gathering unit from Evans Specialty Co., Inc., 407 
North Munford St., Richmond, Va. Illustrated is the 8 shelf model 
with a capacity of 500 sheets per shelf. Any size paper from a 
postcard to a 10 x 15 sheet can be gathered. The trays for papers 
are of two parts, housing any width paper from 3 inches up. Rub- 
ber strips on sides of tray control sheets and unit is available with 
front attachments of slides so that papers can be taken out at 
bottom all assembled. 


RIGHT: 
THE FRIDEN CALCULATING MACHINE CO., INC., San Lean- 


aro, Cal., will soon be celebrating their fifteenth anniversary as 
a leading manufacturer. 

In 1934, after almost two years spent in perfecting the first 
American-made electrically operated, one way non-reversible 
tabulating calculator, the late Carl M. Friden and his small force 
of helpers reached the decision that they were ready to take their 
place in world competition. 

Starting with one small building, the firm grew rapidly, adding 
more buildings and employees. foday, just 14 years later, the 
company occupies more than five acres of floor space devoted 
entirely to the manufacture of calculators. 

Aided by scores of specially constructed tools and machines, 
nearly 98 per cent of all the parts making up the Friden machines 


are made right in the company's plant, including everything from 
die stamped aluminum covers to tiny fractional horsepower motors 
which Power the calculators. 

— every modern facility at their command, the almost 1300 
gs factory workers can complete a machine every few minutes. 
Pg top to bottom—General air view of the five acre 


Motor department established during World War Il. New 


assembly building. The finished duct—a _ Frid full to- 
matic tabulating i Ta ed product—a Friden fully auto 
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LEFT: 

JUSTRITE SIGN MAKERS, recently announced by the Louis 
Melind Co., 362 W. Chicago Ave., Chicago. The individual 
letters have a new all rubber mount and softer rubber die, that 
enables a beginner to make signs the equal of a printing job. 


The ink included is a new formula and prints a solid jet black. 


A non-slip rubber mounted ruler is fitted with a new guide system 
that makes the alignment and spacing of letters an automatic 
operation. 
of American Type Founders. 
sizes with nine combinations of caps, lower case, and ‘igures. 


Type face is Spartan Bold, the newest designed face 
The Sign Maker is made in three 
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ABOVE: 
ENVELOPE ADDRESSER that does not require a stencil or plak 
for each address. Instead, it works on the principle of a spit 
ABOVE: duplicator, prints from carbon impressions typed on a long stis 
Four-hundred-and-sixty-five-pound W. B. Ward, justice of of paper tape. Master tape will print each address about It 
the Peace in Court No. | at Abilene, Texas, finally got a times, it is said, and the machine will address up to 20 envelopes 
chair big enough and strong enough to hold his huge bulk a minute, it is further claimec. Made by the Master Addreswe 
For many years he has performed his judicial duties using Co., 5508 Excelsior Ave., Minneapolis, Minn., it retails for $245 
make-shift scaffolds to sit on, or else, venturing to use 
ordinary seating equipment, he suffered the ciscomforts 
from inadequate support and splintered most of such chairs 
after short use. 
This plight recently evoked the sympathy of executives 
of the Murphy Chair Co., Owensboro, Ky., who set their 
chairmakers to work on a super-sturdy, triple-sized, custom- 
made swivel chair especially for Justice Ward. Recently 
he received it as a gift from Earl Masden, general sales man- 
ager of the company, who airplaned to Abilene especially 


for the presentation. The chair, of tough pecan wood, has 
a wood seat, almost four inches thick, as against the regu- 
lar IY inches. The various parts of the chair are held 
together by carriage bolts. An especially made swivel 
mechanism was furnished by the Seng Co., of Chicago 
and couble piano casters were used. 


ABOVE: 
MODE MAKERS is the name given by the General Fireproohil 


Co., Youngstown, Ohio, to its new line of metal executive a 
office desks. Designed by the firm's engineers in collaborate 
with the famous designer, Raymond Loewy, the desks, which have 
no sharp corners or projections of any kind, are "the finest ® 
our 46-year history,"’ said Walter Bender, president. More thet 
$750,000 was invested in new tooling to produce the line. 

The all steel desks will not be affected by heat, moisture, oF 
ness, will not swell or shrink from cold and are fireproof, says ft 
company. Desk tops are of heavy, reinforced steel with covers @ 
fine textured velvoleum, Conservation of floor space is made pi 
sible by the desk's 30 inch depth. Another principal feature Pp 
vided is the new lock conirol mechanism in the center draw 

ABOVE: which eliminates necessity of pulling out the center drawer" 
ADJUSTABLE and portable for use on the new cradle type tele- order to open the pedestal drawers. 

phone, the Utilifone allows free movement of hands while talking. 

It eliminates cord twisting also. Folds compactly when not in use. 

Comes in copper finish on steel. Price $7.85 postpaid. From 

Utilifone, Div. of Roc-O-Lite, Inc., 364 East 23rd St., Chicago 16. 
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lo plate 

$a spirit 

long sts igiincas 

about It - 

pom “a STEEL SAFE No. 2906. Complete with 2 safety vault boxes under 
Addveal extra lock and key, same as your bank vault. Equipped with a Yale 


tor $2450 3-wheel screw wedge combination lock with 3 locking bolts. Size 
4 : 3012" high, 1434’ wide, 2858’ deep. 

Olive Green or Cole gray $49.50 

Grained Walnut or Mahogany $58.50 


Fireproohag 
xecutive a 
collaboratior 
., which hare 
the finest ® 

More 
line. 
moisture, ary 
roof, says 
vith covers @ 
is made por 
| feature pre 


ter drave 1 

enter dim NCELLED CHECK CABINET. the 14 drawers of this cabinet COMBINATION CABINET No. 5002. A safety compartment 

er 1B house 7 = Pom 4 
bine — of cancelled checks. Ideal for many other uses. with lock and key for ledgers and other important books. Lower 
a :23%2" wide, 37%" high, 24" 2’ deep. Inside drawer, 1014” half is a letter size Air-Flo suspension file which floats at the mere 
Ace, 42" high, 24” deep. Olive green or Cole gray, crinkle finish. touch of the finger tips. Size 30/2” — 1434” wide, 2858" deep. 
Olive Green or Cole gray _. $42.50 
$63.75 Grained Walnut or Mahogany oooo....cccccccsesesesesrseeseseseeese 9 1-50 


(Zones 2 and 3 slightly higher) 
FREE CUTS OR PHOTOGRAPHS OF THE ABOVE AVAILABLE ON REQUEST 


COLE Sze. EQUIPMENT COMPANY 
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the ceiling. 


CHECK SIZE 


No. 1941L 
No. E94 


FOLLOW BLOCKS 


SIZES AND PRICES 


5¢ 


ADDITIONAL 


MADE FOR 
ANY SIZE 
FILE 


Keep your inactive records clean, orderly, and easily acces- 
sible. Store them in the famous PRONTO files. Prontos have 
been selected for the storing of records by General Motors, 
DuPont, American Telephone Co., General Electric and thou- 
sands of other ‘Quality Minded”’ firms. Put them through any 
test and if not entirely pleased, return them at our expense. 
Pronto files are made of the toughest fiberboard and rein- 
forced with steel, not only on the shell but the drawer as well. 


Can be interlocked into solid batteries and stacked as high as 


Inside Dimensions FIBER BOARD STEEL 
sages ns ek 

| WER Te kenge No. Single Carton No. Single Carton 
tLletter Size 12%. . 10%. . 24 E210 . . $3.10 . . $3.00 || I210L . . $3.85 . . $3.75 
tlegal or Cap 15%. . 10%, . . 24 E510... 3.75... 3.65 || ISIOL.. 485.. 4.75 
Invoices || 10%. . 8%... 24 EI? ... 2.76.. 24 1O9L. . 3.40.. 3.30 
*2 Rows 8x5 Forms | 10% .. 83%. . 24 Gis .. 30 .. 26 10L.. 365 .. 356 
Freight Bills | ee cree By .. 2... SPL... 20.. 
Checks 7 2... Mh E104... 2.65.. 2.55 104... 324.. 322 
Drafts or Checks || %4.. 44... 24 £4 .. 2.10.. 200 | IIL... 260.. 250 
5x8 Forms 8% .. 5%. . 24 GS .. 23%.. 22 ji .. 20.. 26 
Tabulating Cards T3e.. 3%... 24 G73 .. 2.10.. 280 1 W3L.. 256 .. 2 
*3x5 Cards (3 Rows)|| [6/2 .. 41/2. . 24 B64 .. 3.75... 3.65 |] 1645L.. 485 .. 4.75 
*4x6 Cards (2 Rows)|| 12% .. 5 .. 24 EM .. 2% .. 246 12GL.. 20.. 3 
*3x5 Cards (2 Rows)|| l0%.. 334 .. 24 E103... 245... 255 Ca... 2.. 2B 
Vouchers (Upright) Si, . . 10%, . . 24 G52... 290 .. 20 | 1. . 26... 3S 
tledger Sheets Te. RB «th Evi .. 300.. 3.4 Ta... 42.. 46 
tledger Sheets 12% .. 12%... 18 El2 .. 4.45... 4.35 |} 1212M.. 5.80.. 5.70 


*These numbers have removable divider partitions. 


tPacked 6 to a carton—all others 12 to a carton. 


Keep your records clean and 


orderly with PRONTO storage files, 


LETTER Siz 
No. 12101 
No. E210 


LEGAL Silt 
No. 15101 
No, £510 


SANITARY BASES 
for all size files 


Prontos Installed at the Underwood-Elliott Fisher Co. 
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ER SIZE 
12101 
. E210 


SAL SilE 
jo. 1510 
No, E510 


isher Co. 


This 
Law Office 
Features 
the Library 


Library looking toward reception room. See also cover picture this issue. 


% SOME revoiutionary ideas have gone into the 
re-designed layout and decor of the law offices of 
Mansbach & Paley, 52 Broadway, New York. The 
architect, Miss Marie Frommer, was presented 
with an existing floor plan consisting of six in- 
side columns, windows with three exposures, and 
no right angles. Added to this was the drawback 
of walls 14 feet high, old-fashioned windows, and 
radiators of like vintage. Though faced with this 
problem, Miss Frommer proved how well a job 
can be done when a single mind creates and exe- 
cutes the job from the floor plans up to the last 
detail of furniture and drapes. 

Counter to the traditionally conservative views 
on office layout attributed to lawyers, Miss From- 
mer’s clients made the unheard of request that 
the monastic quiet of the library be thrown out 
the window, and that this space be turned into 
a general office area. Miss Frommer obliged by 
making it a combination of clerical work space 
and passage way between the separate offices of 
the firm’s three principals, the five junior asso- 
tiates, and secretarial department. The demand 
duly, 1948 


for separate offices was to reduce interference and 
office noise to a minimum. 

Miss Frommer solved the architectural diffi- 
culties by giving right-angle proportions to the 
main rooms, and by absorbing the irregular an- 
gles in the secondary rooms. The high vertical 
lines of the library are reduced by dropping an 
egg-crate ceiling following the shape of the walls, 
with fluorescent lighting and additional fixtures to 
“wash” the grey oak bookcases. These bookcases 
provide the needed horizontal lines and the room 
is further broken up by two tones of grey. The 
carpet is grey hand-weave and the chairs around 
the long table are sealing-wax red. 

It was the desire of the three principals in this 
firm that their private rooms should be kept apart 
from the other sections, and that they should not 
get identical rooms, but that each room should 
express the personality of the lawyer using it, 
while retaining certain features in common. 

The one outstanding similarity between the 
principals’ three rooms is in the window treat- 
ment. The cornices along the window walls are 
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Above and below: in Mr. Paley's office 


veer rer rr rerrerrerr perenne 


re 


covered with the leather that is used on the fur- 
niture of the respective room. The cornices con- 
ceal indirect lighting thrown against the ceiling 
and down, to “wash” the venetian blinds and the 
draperies. The blinds are the same color as the 
walls. The stationary draperies, made of hand- 
woven material, match the color scheme. All three 
rooms have convectors instead of radiators. Each 
room has extensions sliding out of the apron of 
the desk. so as to permit additional space for a 
small conference. 

From here on, the three principals’ rooms dif- 
fer—in design of furniture, choice of materials, 
scheme of colors, and in general atmosphere. 


Miss Frommer is a registered architect in the 
State of New York, and has had her headquarters 
in New York since 1940, doing residential and 
commercial work. After receiving the architect's 
diploma from the I. T. Charlottenburg, in Ger- 
many, she worked as an assistant in private of 
fices with the Dresden municipal governmeltt. 
Post-graduate studies at the I. T. Dresden and 4 
thesis on town planning won her a doctorate it 
engineering. Her work in Germany and in Lor 
don has covered the designing of private res: 
dence, department stores, hotels, stores, and office 
buildings, all complete with interior design and 
furniture. 
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A typical IBM accounting machine installation 


WHATS AVAILABLE NOW? 


FOR PAY-ROLL AND BOOKKEEPING 


o fur- 
4 Bates Accounting Forms Co, Inc., 33 W. 42nd St., 
$s con- WITH thi ‘cl : . f New York 18. 
eiling » this article, covering (1) various types o Wage-O-Matic 
1d the pay-roll and bookkeeping equipment, and (2) office @ For the instantaneous computation of employee earnings. 
ng floor covering, the first year of the "What's Avail- Housed in black crinkle finished case. Operated by means 
hand able Now?" series is completed. A eosandl year in of dials for either left-handed or right-handed people. Dial 
th i 
three ° ee of equipment that serves the office National Cash Register's Pay-roll and Distribution machine 
“Each commences in September with a roundup of data 
ron ef on dictating machines and posture chairs. The 
for a August issue will in great measure be a Purchasing 
Guide issue, covering sources of office supplies and 
os a equipment, and will carry no “What's Available" 
serial article. 
re. 
in the 


R. C. Allen Business Machines, Inc., 461 Fourth Ave., 
jarters New York 16. 


al and Payroll and Bookkeeping Machine—1302 
hitect’s @ Base dimensions—13'4” x 13”. Silver grey finish. 

Ger- Model 1302 is designed to post simultaneously two or more 
n collated forms and a journal sheet. This is a desk type ma- 


ate of- chine of 13 columns of keys, including 3 rows of date keys 
‘nment. and 1 row for commercial charactzrs with 9 columns for 
1 and a adding and subtracting. The machine has a front feed car- 
rate in a <i fast and convenient insertion of forms with 
Low ct atenment. The position of the carriage automatically 
in 1 controls function of the machine, ie.. non-print, non-add, 
te resi add, subtract, balance total. Direct credit balances are print- 
1d office } ed in red by depression of a single key. The simplicity of 
en and a and operation eliminates the need for specially 

Tained operators. 

Price—$695.00 plus Federal excise tax. Delivery period— 


wo weeks 


July, 198 9 July, 1948 
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FOR PAY-ROLL AND BOOKKEEPING 


adjusts the paper tape to any one of 60 wage rates. These 
rates are assembled to order from any of thousands of pos- 
sible rates to fit any business firm’s needs. Printed in 3 
colors, in bold type, the table computes the earnings on any 
number of hours up to 40 at straight time and up to 20 hours 
of overtime at time and a half. It is possible also to compute 
on other than 40-hour week, and to compute double and 
triple time. 
Delivery: Immediate. 


Taxmeter 

For withholding taxes. A companion piece to the Wage-O- 
Matic. Fitted with replaceable and interchangeable tapes for 
weekly, bi-weekly, semi-monthly, and monthly payroll pe- 
riods and covers all of the wage and salary ranges with the 
complete number of exemptions allowed. As in the case of 
the Wage-O-Matic, this is equipped with right- and left- 
hand dials, and spins rapidly from one earnings amount to 
the next. 

Delivery: Immediate. 


International Business Machines Corp., 590 Madison Ave., 
New York 22. 


Electric Punched Card Accounting Machine 

@ The IBM Accounting Method is simplified and stream- 
lined. Can be applied to any accounting or statistical appli- 
cation of business, industries, institutions, or government 
agencies, large or small. Basically the method is this: in- 
formation is transcribed from the source document to an 
IBM Card—the original record. The information is recorded 
by means of holes punched in predetermined positions rep- 
resenting numbers or letters. After the card has been 
punched, it is combined with similar cards and used to actuate 
the machines which sort, print, add, subtract, multiply, di- 
vide, list, classify, select, file, and post—to produce any num- 
ber of accounting and statistical reports and records. 

One widely used application of Electric Punched Card Ac- 
counting Machines is the payroll procedure. A complete file 
of cards is maintained—one card for each employee. All in- 
formation required for developing payroll records is punched 
in this master set of cards which serves as a basic control 
record and is used to create attendance cards and other 
payroll cards. At the end of the pay period employees are 
given not only an IBM check but also a complete earnings 
record, listing all items entering into the computation of net 
pay. After the preparation of the check and statement. the 
payroll cards are used for the many required payroll re- 
ports. Payroll and Check Register, Account Distribution 
Summary, Attendance and Overtime Analysis, Employment 
and Earnings Records, Government Reports, Analytical Re- 
ports—all are prepared with the information arranged as 
desired by management. Thus formulation of policies is 
simplified by comprehensive reports, control of payroll ex- 
penditure is provided, reports and records are available at 
an early date, government reports are prepared automati- 
cally minimizing peak loads. 

The Electric Punched Card Accounting Machine is highly 
flexible in that it prints numerical and alphabetical infor- 
mation in the desired arrangement on checks or reports. It 
adds, subtracts, and secures many combinations of totals. 
It lists information at a speed of 80 lines a minute or accu- 
mulates at the speed of 150 cards a minute. Through the 


automatic carriage, the machine will space automatically on 
continuous forms. 


Monroe Calulating Machine Co., Orange, N. J. 
Model 209-285-191 Bookkeeping Machine 


@ Typical Monroe posting machine; one of many models in 
this class which are made for a wide variety of accounting 
and bookkeeping jobs, such as accounts receivable, accounts 
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payable, payroll, stock record, ete. As illustrated the ma- 
chine is set up for accounts receivable work in which a 
ledger, statement, and journal are posted simultaneously, 
Like every Monroe, the machine can be readily adapted to 
other kinds of bookkeeping merely by making an easy, rapid 
change in its programming. Equipped with a 13” front in- 
sertion carriage and is also available with 1534” and 18” 
carriages. Carriages can be either full journal or tape jour- 
nal type. Totals and sub-totals, dating, carriage tabulation 
and opening are some of its automatic features. The Monroe 
is compact; can be used on a desk for the base measures 
only approximately 14” x 13”. 
Delivery over 60 days. 


The National Cash Register Company, Dayton 9, Ohio 
Model 221151145) Payroll and Distribution Machine 
@ Possesses every automatic feature necessary for the pro- 


duction of complete payroll records with speed, ease, and 
accuracy. Every record is complete and all are produced 
simultaneously. Ample capacity has been provided to handle 
any present or future payroll requirements. 

Among the significant mechanical features of the machine 
are: automatic spacing of all records including the original 
media from which the payroll is written . . . automatic con- 
trols to lock the machine if all forms are not in place or if 
the deductions exceed the earnings . . . 14 separate totals 
for earnings and deductions, 3 proof totals and a locked audi- 
tor’s total of net checks written. In addition, 5 separate bal- 
ances are automatically computed on each employee's 
records. . Offers high production with small expenditure of 
clerical effort. The combination check and pay statement 
provides each employee with a complete record of his pay. 
The check is automatically dated, numbered and filled-in in 
two places. The pay statement is completely itemized: the 
various types of hours and earnings are printed in black and 
all deductions are printed in red. In addition as many as five 
balances are automatically computed: gross and net pay, 
earnings and tax withheld year to-date plus any other year 
to-date balance, such as savings bonds or annuities. This 
complete record reduces greatly the number of employee 
questions relative to their pay. 

The automatically produced employee’s earnings record 
provides complete information about every type of earning 
and deduction effecting each employee’s pay. It is an origi- 
nal print, no carbon being used. The automatically produced 
to-date balance of gross earnings and tax withheld greatly 
facilitates the preparation of government reports. No quarterly 
or annual recaps are necessary to bottleneck production. 
Separate pay reports are facilitated for the same reason. 
The combination payroll journal and check register is 4 
complete automatically produced transcript of every entty 
appearing on the earnings’ record, check and pay stale 
ment. It too, is an original print, no carbon being used. Due 
to the unique construction of the National Payroll and Dis- 
tribution Machine, every entry is instantaneously recorded in 
its proper column, in the proper color, and opposite the 
proper employee's name. 

Both social security and withholding tax reports are pro 
duced on this machine with the same speed, ease and accu 
racy that characterize the writing of the weekly payroll. 

For analysis: as many as 42 totals are available for u~ 
limited distribution of sales, purchase, costs, expenses, él 

Delivery: 4 to 6 months. 


Remington Rand, Inc., 315 Fourth Ave., New York 10 
Models 83, 85, 283, 285 Electrified Bookkeeping Machines 
@ Models have wide flexibility. One machine can be 


on various accounting applications by the simple removal 0 
(Turn to page 50) 
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The Bates Wage-O-Matic R. C. Allen's Pay-Roll and Bookkeeping Machine, Model 1302 


Underwaod Corporation 


The Underwood Sundstrand Accounting Machine 


July, 1948 


Above: Monroe's 209-285-191 Bookkeeping Machine 


Below: Remington Rand's Model 285 Electrified 
Bookkeeping Machine 
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(From page 48) 

addition of vertical registers and change of operating bars. 
All related records posted in one operation. Example: Pay- 
roll—earning record, employees’ statement of earnings and 
deduction, payroll check. Ability to supply necesary ac- 
counting and statistical information as part of the basic post- 
ing operation. Example: Sales can be distributed at the 
time of posting as to department, territory, class of product 
or service. Visible, front-feed construction permits easy 
and accurate alignment of related forms, accommodates re- 
lated forms of varied sizes while being posted simultaneously. 
Typewriter keyboard permits writing of descriptive informa- 
tion whenever needed. 

Delivery: 5 months. 


Underwood Corp., One Park Ave., New York 16 
Underwood Elliott Fisher Accounting Machine 
@ The Underwood Elliott Fisher Accounting Machine is 


equipped with a flat platen to permit full visibility of forms. 
It is electrically operated and has an electric typewriter 
keyboard. The basic accounting machine units are: Elliott 
Fisher Simplex Accounting Machine, designed for one to 
thirty columnar totals. Elliott Fisher Universal Accounting 
Machine, single crossfooter. One crossfooter, one to thirty 
columnar totals. Elliott Fisher Universal Accounting Ma- 
chine. Two crossfooters, one to thirty columnar totals. These 
machines may be combined with the various types and sizes 
of Elliott Fisher flat platens to produce the desired account- 
ing result for the type of forms involved. 

Flat platens are available in several types, namely: platens 
for cut forms, without carbon and platens for cut forms, 
with roll carbon. The two previous types may also be 
had with audit sheet tape. In addition, there are flat 
platens for the rear feed continuous forms and the side 
feed continuous forms. Platens are available in 11”, 16”, or 
24” widths. The Elliott Fisher Accounting Machine may be 
used for any accounting or billing work requiring a type- 
writer keyboard or involving columnar distribution such as: 
Accounts Receivable, Billing, Accounts Payable with colum- 
nar or unit distribution, general ledger, payroll, stock con- 
trol and sales analysis. 

Delivery: Prompt for this machine. 


Underwood Sundstrand Accounting Machine 
The Underwood Sundstrand Accounting Machine is avail- 


able in three models: A, C and D. All models come equipped 
with the Sundstrand Ten-Key Keyboard, with complete 
date keys and descriptive symbols. The Sundstrand Model 
A has one crossfooter, one register. The Sundstrand Model 
C has one crossfooter and four registers while the Sund- 
strand Model D has two crossfooters and eight registers. The 


Standard Composite models of the Sundstrand Model D are: 
Sundstrand Payroll Machine, Sundstrand Statistical Ma- 
chine, Sundstrand Municipal Accounting Machine, Sund- 
strand Public Utility Machine and the Sundstrand Cycle 
Billing Machine. 

The applications of the Sundstrand Accounting Machine 
are many. It can be used for any accounting or statistical 
records which do not require typing. Such as: accounts re- 
ceivable, payroll, stock control, general ledger, production 
and cost records, statistical records, budgetary accounting, 
municipal tax and utility billing. The Model A Sundstrand 
comes in three carriage widths: 13”, 18”, and 24”. Models C 
and D are available in 18” and 24” carriage widths. 

Delivery: Prompt. 


Underwood Fanfold Machine 

This machine is designed for the typing and handling of 
multi-copy forms of continuous length, utilizing carbon, 
either in floating sheet or roll form. One loading of continu- 
ous forms and roll carbon paper is sufficient for typing 250 
to 2,000 or more sets of forms, depending upon the applica- 
tion involved. Because of the flexibility of the Underwood 
Fanfold Writing Machine, it will accommodate all styles 
of continuous length forms. Among its many applications 
are: purchase orders, production orders, requisitions, bills of 
lading and work orders. 

The Underwood Fanfold Writing Machine is available in 
Models F1l and F14. The machine can handle forms in 
widths up to 124” wide and 11” deep. 

Delivery: Prompt for this machine. 


Underwood Elliott Fisher Automatic Feed Machine 
An electrically operated automatic feed machine that is 


equipped with an electric keyboard including 10 numeral 
keys. A feature of this machine is the flat writing surface 
which permits full visibility of forms. It is designed for 
continuous forms which eliminate non-productive opera- 
tions, inserting carbons, etc. This machine is produced in 
the following models: single and double automatic feed ma- 
chines designed for superfolded, interfolded and multiple 
roll forms; single and double automatic feed machines de- 
signed for fanfold forms. 

Primarily a writing and billing machine, the Underwood 
Elliott Fisher Automatic Feed Machine can be utilized on 
applications where continuous forms are practicable, such 
as: purchase orders, production orders, requisitions, bills of 
lading and work orders. The single automatic feed machine 
has an 11” platen while the double automatic feed machine 
comes with two 11” platens. 

Delivery: Prompt for this machine. 


PAY-ROLL 


SYSTEMS 


——,, 


Bates Accounting Forms Co., Inc., 33 W. 42nd St., 
New York 18. 

Ever-Ready Payroll System 

@ New addition to Bates line. Employs the principle of 
integrated payroll forms—journal, earnings record forms, and 
employee’s statement, and in the case of firms paying by 
check, there is attached also the check. All of these forms 
are made out in one single operation through an ingenious 
method of placing the forms and carbon triplicates. The 
heart of this system is the register, a small metal plate 
measuring 6” x 11” of stainless steel equipped with sliding 
mounting pins and flange runners. A simple adjustment at 
the beginning of the pay period is all that is needed. Payroll 
records produced are clear and accurate, and achieved in the 
time normally spent in entering any single set of figures in 
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any of the three pzyroll operations usually employed. 
Delivery: Immediate. 


The McBee Co, 10 Fiske PI., Mount Vernon, N. Y. 
McBee Collating Writing Board 


@ Dimensions: 17%” high by 15” wide. Solid one-piece alu- 


— 


— 


minum board. Brushed aluminum finish. 
Careful construction of lever to move and lock registé f 
copy into proper posting position, always assuring perfect 
alignment for posting entries. A durable cellulose shield be 
neath the journal copy protects the records, keeping thes F) 
clean. The writing position is fixed so the operator always 
writes in a natural, comfortable position. Employees’ pay™™ 


(Turn to page 52) 
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Reynolds & Reynolds’ Paywrite 


PAY-ROLL 
SYSTEMS 


Shaw-Walker's Kopi-Spot 


Above: 


OFFICE MANAGEMENT AND EQUIPMENT 


McBee Co.'s Collating Writing Board 


Below: Todd Co.'s Form-Master. 
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PAY-ROLL 


SYSTEMS 


(From page 50) 
records are of heavyweight card for permanency & durability. 

The purpose of the McBee Collating Writing Board is to 
enable the operator to complete the payroll record in one 
writing. Stack a full set of employees’ permanent payroll 
record cards on the board at one time. The cards are aligned 
over the goid peg at the right, opposite the line for the cur- 
rent payroll period. This is the fixed writing position. 

Attach the payroll register to the movable bar at the left. 

Place the check or cash payment record of the first em- 
ployee on the board, over the posting line peg. Make a “one 
line” entry on the check, and all three records have been 
posted, each on its proper line. 

Next, remove the completed permanent record and check 
in one operation. 

Then, move up the lever one notch so that the register is 
in the proper position to receive the next entry. 

Place the check for the next employee on the board. And 
repeat the above process until the register is completed. 


The Writing Board is fast, accurate and simple, easy to 
use and easy to understand by the average office employee. 

Basic forms include employees’ checks (or cash payment 
record), payroll register, and employees’ permanent record 
cards. 

The Waxspot carbon at the top of the check or cash pay- 
ment record assures sharp legible entries on the register 
sheet. 

The McBee Collating Writing Board is a flexible, low-cost 
method of handling a payroll. Because it is simple, no par- 
ticular skill is needed, and thus many employees can be 
trained in its use in a matter of a few minutes. Inexpen- 
sive: several boards can be used for extremely large pay- 
rolls to save even more time; adaptable to almost any exist- 
ing payroll plan. 

Price $30. Stock Forms and Equipment are carried in stock 
for immediate shipment. Standard Forms, which require ad- 
ditional manufacturing operations, are delivered according to 
current Delivery Schedule. 


Reynolds & Reynolds Co., Dayton 7, Ohio 
Paywrite 


@ Dimensions: 21” x 21” x 5s”. Has all metal construction 
with a brown crackle finish. Light and compact .. . weighs 
less than 12 pounds with cover. Collapsible legs pull out to 
adjust the writing angle of the Paywrite on the desk, if de- 
sired. Rubber feet along either side provide still other writ- 


ing positions and protect desk surfaces against scratches, 
When not in use, the entire unit can be slipped in a desk 
drawer. 

Paywrite completely eliminates two payroll postings by 
enabling the operator to post the entries on the wage state- 
men of the check, the employee’s earning record and the pay- 
roll summary sheet all in one writing. The checks are pre- 
loaded so that a flip of the finger places the check in writing 
position. Since the payroll summary, which is held in posi- 
tion by pegs, is re-aligned for each successive entry by a pul] 
of the lever, the writing position always remain in the 
same comfortable position. The earnings record is the only 
form which needs be handled. It is slipped up against a spe- 
cial guide which is set once each pay period to speed the 
alignment of the form and assure accurate registration. Price 
$59.50. 

Delivery: Immediate. Paywrite forms also in stock. 


Shaw-Walker Co., Muskegon, Mich. 
Kopi-Spot Payroll Plan 
@ Board dimensions 14” x 17”; steel and plastic, ebony fin- 


ish. Posting board has lines 1 to 36 ruled on edge of clamp 
which are in alignment with lines of Kopi-Spot’s payroll sum- 
mary form. 

Delivery: Immediate. 


Todd Company, 1150 University Ave., Rochester 7, N. Y. 
Form-Master 
@ For simultaneous posting of payroll records. Designed 


to save time, prevent errors, reduce cost of the payroll opera- 
tion, assure up-to-date records, and simplify payroll pro- 
cedures. 

The unit consists of a Masonite base, with metal pegs to 
hold the payroll summary in position; plastic adapter, with 
pegs holding check or cash statement and stub (employee's 
statement) in position; and carbon roll. Entries are made 
directly on empoyee’s statement. Transkrit (wax spot car- 
bon) on reverse of statement transfers entries to earnings 
record; carbon is unrolled beneath adapter, transfers entries 
to payroll summary. Entries may be made with any hard- 
point writing instrument. 

All forms used with the Form-Master are furnished to fit 
the circumstances of each employer. Special forms are de- 
signed if circumstances—such as deductions other than those 
standard throughout industry—so demand. Both check and 
cash payrolls can be handled. 

Delivery: Immediate. Where the design of special forms 
is necessary, delivery might still be within 30 days. 


FLOOR COVERING 


Armstrong Cork Co., Lancaster, Pa. 
Armstrong's Linoleum 
@ Available in five types—plain, Marbelle, Jaspe, Straight 


Line Inlaid, and Embossed Inlaid. Marbelle patterns have a 
marbleized appearance and Jaspe has a multi-toned striated 
effect. Straight Line Inlaid patterns are easily identified by 
the sharp, distinct lines in the design elements and Em- 
bossed Inlaid by slightly depressed portions in the design. 
Linoleum is available in light (.07”), standard (3/32”), and 
heavy (%”) gauges, although all patterns are not available 
in all gauges. 

Linoleum is made of oxidized linseed oil, pigments, cork 
and wood flour, and certain binder and resins. The linoleum 
mix is baked onto a backing of either felt or burlap. 

In linoleum, the colors go through to the backing, making 


52 OFFICE MANAGEMENT AND EQUIPMENT 


the patterns long wearing. Colors and design stay bright and 
sharp for the life of the floor. Easy to clean and comfortable 
to walk on. Custom designed floors are easy to create by 
using different colors and patterns. 

Delivery: Reasonably prompt. 


Armstrong's Linotile 
An exclusive product of the Armstrong Cork Company, 


made especially for use where floors must be exceptionally 

durable. Linotile is the densest of all resilient floorings and 

is very resistent to indentation. In addition to its great long 

wearing qualities, Linotile is resilient, easy to clean, and 

attractive. It is available in a number of marbleized colors 

and several shapes and sizes. All Linotile is ¥%” gauge. 
Delivery: Immediate. 
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This photo by the makers of Armstrong Linoleum shows an office equipped 
with this material. 


Armstrong's Asphalt Tile 
Armstrong’s Asphalt Tile is available in plain or marble- 


ized colors. It has found wide use in basements and base- 
mentless buildings since it is the only resilient flooring 
recommended for use on a concrete subfloor in direct contact 
with the ground. This is because asphalt tile is resistent to 
both moisture and alkali. 

Since Asphalt Tile is laid by hand, one tile at a time, cus- 
tom floors are easy and inexpensive to create. Also, if one 
tile is damaged, it can be repaired or replaced without touch- 
ing the rest of the floor. 

In addition to the standard tile, asphalt tile is available in 
several special forms—Industrial Asphalt Tile for industrial 
floors, Greaseproof Asphalt Tile for installations where grease 
presents a problem, and Conductive Asphalt Tile for use 
wherever static electricity is a hazard. Asphalt Tile is avail- 
able in 9” x 9” squares in two gauges—1%” and 3/16”. Border 
tiles and feature strips are also available. 

Delivery: Reasonably prompt. 


Armstrong's Cork Tile 

For interiors where quiet, comfort, and dignity are of prime 
importance. Footsteps on Cork Tile are almost soundless and 
the natural resilience of cork cushions every step. Particu- 
larly suited to libraries and other rooms where quiet is essen- 
tial. It is made from top quality cork baked in molds, and 
subjected to great pressure. The cork’s natural resins are used 
as a binder. Cork Tile is available in beveled or straight 
edge units and in 5/16” and 14” thicknesses, Made in warm 
brown tones. 

Delivery: Immediate. 


Armstrong's Rubber Tile 

uxury flooring recommended for installation where beauty 
and long service are of equal importance. Since it quiets 
the sound of footsteps and is extremely comfortable under- 
foot, it is a preferred flooring for hospitals, schools, and other 
Public buildings. Rubber Tile is made of high-grade syn- 
thetic rubber. An exclusive manufacturing process using 
cotton fibers to reinforce the rubber is used. Available in a 


number of sizes, in square and oblong shapes, and in marble- 
ed colors and plain black. 


Delivery: Only fair. 


Congoleum-Nairn Co., 
Nairn Asphalt Tile 


> i dimensions—'%” thick, 9” x 9”; in marbleized and 
colors. Factory-waxed—decoration extends through 


195 Bergrove Dr., Kearny, N. J. 
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entire thickness. Manufacturer claims only approved floor 
covering for concrete in contact with ground. 

Delivery: Available immediately at most points east of the 
Mississippi. 


Nairn Inlaid Linoleum—Veltone 
Dimensions—'%” gauge, 6 feet width; inlaid linoleum bur- 


lap backing. A wide range of colors suitable for office use. 
Manufacturer claims Linoleum rated best for year in Nation- 
al Bureau of Standards test. Most appropriate in wearing 


Walls as well as floors—covered with Nairn Linoleum 


quality. Exclusive Veltone (marbleized) decoration adds 
richness—minimizes need for maintenance. Prices on an 
installed bases quoted by local floor covering contractors. 
Delivery: Available now. 


Danbury Rubber Co., Danbury, Conn. 

Danbury Rubber Tile 

@ Tile is available in 3”, 6”, 9” and 36” squares, in thick- 
nesses of 4%” and 3/16.” 

Finish of tile is lustrous. Color and marbleization go 
through to back of tile; material is resilient and tough; 
squares are precision cut to facilitate installation. 

Because of the tile’s resilience, the floor is comfortable 
underfoot. Quiet. Will not show worn spots, as the color 
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Above: Fremont Rubber Co.'s Rubber Tile 


goes through tile. Easy to keep clean and new looking. Re- 
sists stains, water and abuse. 
Delivery: 3 to 4 weeks. 


Fremont Rubber Co., Fremont, Ohio 
Freemont Rubber Tile 
@ Dimensions—414”, 6”, and 9” squares in 4% 


Eleven plain and marbleized colors. 
Delivery: Immediate. 


” 
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thickness. 


—E 


FLOOR 
COVERING 


Above: The Rubber Tile flooring of Hood 
Rubber Co. 


Left: An office floor covered with Permalite, 
new plastic asbestos floor tile of the Johns- 
Manville Corp. 


Lm 


Hood Rubber Co., Watertown 72, Mass. 


Rubber Tile Flooring - 
@ Smooth, non-porous, easy-to-clean surfaces; durability 


without loss of resiliency. Absorbs impact, shock, and vibra- 
tion. Reduces noise levels and subdues the sound of foot 
traffic. Does not support combustion. Approved for use in 
New York City buildings and in other cities having strict 
building codes. 

(Turn to page 60) 
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End this kind 
of ee frenzy 


... With the G/W “Safeguard” Filing Outiit 


There is an easy way to make sure of having the 
papers you want when you want them. The G/W 
“Safeguard” Filing Outfit is simple to install, a 
snap to operate. With five minutes’ explanation 
anyone can file and find swiftly and accurately. 


“Safeguard”? Outfits come ready-packaged for 
one to four drawers of letter-size filing. Guides, 
folders, labels, everything—including an easy-to- 
follow instruction sheet—is there. If you need a 


FREE 


Find-i-tis* Booklet—amus- 
ing, easy-to-read, yet 
Packed with facts that sim- 
Plify filing. Ask for it at 
your Globe-Wernicke deal- 


f 
€r or send this coupon now. Suiceg Mave ye ns ie 


*Iinability to find what has been 
filed. 
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larger system or have special problems, your Globe- 
Wernicke dealer will gladly make a free survey and 
give you helpful advice. 

For complete satisfaction from your filing system, 
be sure to get the time-saving and energy-saving 
GlobeArt STEEL FILES, precision built for 
feather-touch operation. Ask your G/W dealer to 
demonstrate today—or mail coupon. 


www ww ww we Ss SSS eS SE Se eo 


The Globe-Wernicke Co. 
Dept. GOM 


Please send my copy of the Find-i-tis booklet. 


Norwood, Cincinnati 12, Ohio 


Bookcases 
Stationers’ Suppl 
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Hoissunes 


YOU INCREASED 
SERVICE AND VALUE 


CARBON PAPERS | 

TYPEWRITER CARBON BILLING CARBONS 
FAN-FOLD CARBON PENCIL CARBONS 

7 CARBON JACKETS REGISTER ROLLS 


- oh 
a 

ma 

a 

‘< 


TYPEWRITER RIBBONS TABULATING RIBBONS | 
Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS 7 : 
HECTOGRAPH RIBBONS DUPLICATING FLUID ~ 
—_ Cleansing CREAM CORRECTION PENCILS | 


Cocto-mrc. corr. 


529 So. Franklin St. 401 Wood St. 270 Lafayette St. Maze, vice-chairman, Department of Management 
Chicago 7, Ill. Pittsburgh 22, Pa. New York 12, N. Y. and Industrial Relations, New York University, 
Factory: Coraopolis, Pa. New York 
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AMA Elects Officers 


% THE American Management Association has 
announced the following elections and appoint- 
ments to offices and committee posts for the com- 
ing year, the twenty-fifth since the founding of 
the national management group: 

Chairman of the board of directors: John M. 
Hancock, partner, Lehman Brothers. 

Members of the board of directors (for term 
of three years) : Joseph B. Hall, president, Kroger 
Grocery Co., Cincinnati; Charles R. Hook, Jr., 
vice-president, personnel, Chesapeake & Ohio Rail- 
way Co., Cleveland; Ralph Kelley, president, Bald- 
win Locomotive Works, Philadelphia; L. R. Boul- 
ware, vice-president, General Electric Co., New 
York; A. L. Nickerson, director, Socony-Vacuum 
Oil Co., New York; Elmer Lindseth, president, 
Cleveland Electric Illuminating Co., Cleveland; 
R. P. Soule, vice-president, American Machine & 
Foundry Co., New York; Russell B. Gallagher, 
manager, insurance department, Philco Corp., 
Philadelphia; Claude V. McBroom, director of 
personnel and methods, Meredith Publishing Co., 
Des Moines, Iowa; George H. Williamson, presi- 
dent, Williamson Candy Co., Chicago. 

Chairman of the executive committee: Harold 
V. Coes, vice-president, Ford, Bacon & Davis, Inc., 
New York. 

Chairman of the finance committee: Don G. 
Mitchell, president, Sylvania Electric Products, 
Inc., New York. 


Mr. Dodd honorary president 


Honorary president: Alvan E. Dodd, for the 
past twelve years AMA president. 
President: Lawrence A. Appley, former vice- 


president of industrial and public relations at . 


Montgomer Ward & Co. 

Vice-presidents at large: Erwin H. Schell, De- 
partment of Business Engineering Administra- 
tion, Massachusetts Institute of Technology; 
Keith S. McHugh, vice-president, American Tele- 
phone & Telegraph Co. 

Personnel vice-president: John A. Stephens, 
vice-president, United States Steel Corp. of Dela- 
ware, Pittsburgh. 

Production vice-president: George S. Dively, 
president and general manager, Harris-Seybold 
Co., Cleveland. 

Marketing vice-president: W. E. Jones, vice- 
president, Scranton Lace Co., New York. 

Finance vice-president: Murray Shields, vice- 
president, Bank of the Manhattan Co., New York. 

Insurance vice-president: R. S. Bass, treas- 
urer, A. E. Staley Manufacturing Co., Decatur, Ill. 

Office management vice-president: Coleman L. 
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The same warm, enthusiastic reaction has met the 


Tone finish, there's the economical new clerical 
FLOW DESK* wherever it has been seen. It's 


size 58" x 32"—29" height—diagonal skid base 
a case of STOP—LOOK AND EYES GLISTEN. —rounded edges—smartly styled wood pulls and 
And what is more important, the beauty of the 


FLOW DESK is "more than skin deep." There's lock on upper right hand drawer. Yes... any- 
intrinsic merit . . . substantial built-in quality “@Y YoU pone it, the FLOW — 7 _— wd 
wherever you look in this completely new clerical beauty, efficiency and value. Ride the furniture 
desk. Besides the irrestible appeal of the Soft crest with the FLOW DESK. 


*Designed by Henry P. Glass—Industrial Stylist 


JASPER, INDIANA 
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INCREASE YOUR OFFICE 
EFFICIENCY BY USING 
NATIONAL 
6 
NATIONAL GIVES REAL 


SERVICE AND 
COOPERATION 


We shall be pleased to 


quote you. 


NATIONAL PENCIL COMPANY 


SHELBYVILLE TENN, 
220 FIFTH AVE. » NEW YORK NY 


| 
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Stenography vs. 
Dictating Machine 


(From page 26) 


dictating machine there is no chance for such dis- 
crimination to arise. In fact, in many instances, 
praise for work has been received for girls who 
were not in the attractive class, but only known 
to the dictator by her initials. Dictating machine 
work can be measured more accurately than steno- 
graphic work—by the use of cyclometers or line 
count. Therefore, compensation can result in a 
higher salary for a girl who has good dictating 
machine production. 

In one company I visited, the supervisor asked 
the young lady what salary she had received the 
previous week. She said she had received $85 (on 
bonus). A stenographer, to receive a salary of 
$85 either has to be with the company a great 
many years, or a specialist, and it makes a great 
difference for a transcriptionist to receive a sal- 
ary like that, as compared to a stenographer. 

If it wasn’t for the training program the large 
companies have today for stenographers, the pres- 
ent-day graduates wouldn’t get very far. There- 
fore, the advancement for a higher salary for the 
transcriptionist is much better than for steno- 
graphic work. 

Dictating machine work in the centralized de- 
partment is supervised by a person who has ex- 
perience and is trained for this work. Perfect 
instruction is given and the operator can seek the 
supervisor’s advice at any time. The dictating 
machine work of the new girl is proof-read, in the 
majority of departments, and the corrections are 
given back to the girl so that she will know her 
mistakes. In this manner, she learns her gram- 
matical weaknesses and then can correct the er- 
rors made in future dictation. I have had experi- 
enced stenographers come into my department 
only to find, after we sent them out on stenograph- | 
ic assignments, that they weren’t capable, al- 
though they had passed the stenographic test 
when employed. When their deficiencies were ex 
plained to them, they were willing to trade 7 
dictating machine work and, after a period of | 
time, their work improved, due to this training. 
Later, these girls are placed in secretarial posi 
tions, having measured up to the proper qualifica- 
tions. 

A transcriptionist who has had the prope 
training and supervision in her work, is a Very 
good prospect for secretarial work and practically 
50% or 75% of the girls in my department are 
sent out for secretarial assignments. 

May I state I believe the use of dictating m™* 
chines in the centralized department can bes 
serve the office? 
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new Modernaire gray. 


All filing cabinets available in either letter or cap 


July, 1948 


Invincible Filing Cabinets 


You have a choice of four beautiful finishes: olive 
green, grained walnut, grained mahogany and the 


THE B/G NAME IN FILING EQUIPMENT 


@ EXCLUSIVE 


Concealed Safe Unit is a patented fea- 
ture available only to Invincible users 
because only the INVINCIBLE line of 
metal filing cabinets has it! It offers 
security for your valuables and confiden- 
tial papers in your home or office. 
Concealed Safe Units are ovailable in 
the 2, 3 and 4-drawer filing cabinets. 


drawer size. All fittings are metal. Cradle-type 
drawer suspension gives you super-strength for max- 
imum drawer load. See your Invincible dealer or 
write Invincible Metal Furniture Co., Manitowoc, Wis. 
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Above: Kennedy's Kentile; below: Robbins Tire & Rubber Co.'s 


own procuct on the floor of their reception room. 


FLOOR COVERING 


(From page 54) 


Exceeds the requirements of the Federal specifications for 
such products. Color and marbleizing cannot wear off. They 
penetrate the entire thickness of the tile. 

Standard sizes are 4” x 4”, 6” x 6”, 9” x 9”, 12” x 12”, 
6” x 12”, 9” x 18”, and 12” x 24”. Feature strips run 1” to 6” 
wide in increments of 12”, 48” long. Standard thicknesses are 
1g”, 3/16”, also 44” made to order. 

All available colors are in a marbleized effect. Plain colors 
of Hood Rubber Tile flooring, except black, are not yet in 
production. 


Johns-Manville Co., Inc., 22 E. 40th St., New York 16. 
Permalite 

@ New plastic asbestos floor tile. Comes in wide range of 
bright, clear colors that are stable. Unaffected by grease and 
oil, alkaline moisture, and mild acid solutions. Can be ap- 
plied below grade as well as above grade. Extremely flex- 
ible; can be laid over any type of base since it will conform 
to uneven floor surfaces and will absorb the normal play of 
wood floors. 

Resists fire and cigarette burns, and more than meets 
specifications of government and industry for resistance to 
abrasion and indentations. Its resilience makes it comfort- 
able and quiet underfoot. 

Delivery: 2 weeks; somewhat longer on west coast. 

Also available is wide range of Johns-Manville asphalt 
tile allowing a wide variety of floor designs. 
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David E. Kennedy, Inc., 58 Second Ave., Brooklyn 15, N. Y, 
Kentile Asphalt Tile 

@ Dimensions—9” x$” in gauges 1” and 3/16”. Resilient 
flooring in 22 colors plus feature strip allowing wide variety 
of designs. Entire thickness is “wear thickness.” Has no felt 
or other backing; colors go all the way through entire thick- 
ness. 

Delivery: Immediate. 


Robbins Tire & Rubber Co, Tuscumbia, Ala. 
Robbins Rubber Floor Tile 
@ Manufactured in squares 9” x 9” x 4%” and 6” x 6” 1”, 
or untrimmed slabs 1834” x 1834”, 2734” x 2734” and 3634” x 
3634”; also available in 3/16” thickness on special order only, 
Made of pure live gum natural rubber and finished to a high 
gloss. Available in a complete range of two-tone and three- 
tone marbleized designs which give almost unlimited color 
combinations to match any interior. Color shades never 
wear out—carry tone and texture clear through the tile. 
Molded under pressure to give firm yet resilient walking 
surface to cushion footfalls and minimize noise. To clean— 
light sweeping and occasional mopping with warm water 
(with a small amount of ammonia added) is all that is neces- 
sary. 

Delivery: Immediate. 


Tile-Tex Co., Inc., Chicago Heights, Ill. 
Flexachrome 
@ A composition of plastic binders and platicizers together 
with asbestos fiber and pigment. Not an asphalt or rubber 
tile—entirely unique composition. Can be installed on grade 
or below grade. High resistance to impact, plus flexural 
strength so that it may be safely installed on both wood and 
concrete floors. Easy to keep clean. Wide variety of colors. 
Standard thickness is 4%”; 3/16” available on special order. 
Standard sizes of 6” x 6”, 6” x 12”, and 9” x 9”. Other sizes 
et’ at’. 3 x6", 2 «x €", 2%" = Oo", & x 12", 2 a, 
12” x 24”, and 18” x 24”. 

Delivery: From stock. 
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Tile-Tex Co.'s Flexachrome 


Tile-Tex Asphalt Tile 

Low cost, durable flooring in various sizes and colors. 
Standard sizes—6” x 12”, 9” x 9”, 12” x 12”, 18” x 24”. Cer- 
tain special sizes not available now. Thicknesses ¥%” and 
3/16”. Feature strips—cut to order in multiples of 14” from 
1,” up to 3”. Delivery: Week to 10 days. 
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Work Simplification 


(From page 20) 


Attending a safety conference several years 
ago he told them: 

“If you fellows would look at your departments 
with new eyes and then correct the things you see, 
fifty per cent of the need for outside consultants 
would be eliminated.” 

In gathering factual data all our efforts should 
tend toward eliminating so-called red tape—even 
to practicing it in preparation of our data. A 
good way to start is by analyzing each position. 

The J. M. T. course taught us to use a prepared 
form—called the job breakdown—listing all de- 
tails of the job exactly as done by the present 
method. 

The second step was “Question Every Detail’— 


Why is it necessary? 

What is its purpose? 

Where should it be done? 
When should it be done? 

Who is best qualified to do it? 
How is best way to do it? 


Step three is to develop the new method in 
doing this: 


. Eliminate unnecessary details 

Combine details when practical 

. Rearrange for better sequence 

Simplify all necessary details (making it 
easier and less monotonous) 

Work out your idea with others 

. Record your proposed new method. 


Step four: 


Sell your new method to your superior 

Sell your new method to those who will do 
the work 

Get final approval of all concerned 

Put the new method to work (then try to 
improve it) 

Give credit where credit is due. 


* PP pr 


This is the academic way of work simplifica- 
tion—first the facts on what is now being done, 
then why—from which you attempt an improve- 
ment, then sell; otherwise you cannot expect full 
cooperation. Tell them, and show them, how 
much easier the new method is in accomplishing 
the same results—before you put it into effect. 

You can do the factual recording either by 
printed form or flow chart. From this you can 
Prepare an operations chart and later a proce- 
dures manual. 

Many may look upon work simplification as 
regimentation because it interferes with their 
Work habits. We all form work habits and, as in 
‘our social life, some are good, and some are bad. 
July, 1948 


I read an article on “Cost Control in the Tran- 
scription Department” by John Thiele, senior 
methods analyst of Prudential Insurance Co., 
in which he said, 

“Recently our company made an estimate of 
80 cents a letter based upon phonographic tran- 
scription in a centralized department. Steno- 
graphic transcription, however, would raise the 
figure to well over 90 cents.” 

He said that since dictation and transcription 
expense represent 75 per cent of the total cost 
and these are direct salary expense items, they 
are most obviously targets for management’s scru- 
tiny. 

If you were to look further into the causes 
you may find some poor work habits. As Mr. 
Thiele says, 

“If the dictator does poor work, the transcriber 
loses time trying to determine what he wants. If 
the transcriber does poor work, the dictator loses 
time making corrections and perhaps must re- 
dictate.” 

However, he did not speak of the visiting done 
between a stenographer and the dictator or the 
ill-prepared dictator who requires the stenog- 
rapher to wait until he makes up his mind what 
he wants to say. 

Mr. Thiele says you cannot attack stenographic 
costs separately, but to insure good work by both 
the dictator and transcriber a training program 
for both must be established. An added cost, no 
doubt, you will say—yes, it is true, but if they 
cooperate it will reduce your letter costs. 

Again I caution you about red tape and being 
penurious. I agree with Mr. Thiele’s logic when 
he says “A 25-cent letter is expensive if it loses 
an account, and a $3 letter may be cheap if it 
brings in new business.” 


Forms Design and Control 

I sincerely believe if you will begin a work sim- 
plification program by studying the flow of your 
paper work you will find an amazing story. Don’t 
begin by eliminating this form or that form, or 
revising or consolidating just for the sake of 
saving printing costs. Printing costs are a very 
small part of the cost of the job. 

If you begin by following an important form— 
say an order blank—from the time it arrives until 
the order has been filled and shipped, I believe 
you will find many ways of simplifying your 
methods and speeding up delivery of your finished 
product. 

The following of this blank will show you each 
move it makes, how many people are involved in 
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When your lawn 
takes on the 
look of a 
young wheat field 
... When 
you've 
GOT to MOW it.‘ 
.... Mister 
that’s your 


But all your 
OFFICE OVERLOADS.. 


in TABULATING 
in TRANSCRIBING 


. .. those, sir, you load on 
OUR shoulders 


OVERLOADS! they’ve ugly, demand- 
ing ways. They stop down a compact, 
efficient accounting or typing depart- 
ment... like an overgrown lawn stops 
all kinds of fun at home. 

They upset office routine, shoulder it 
to one side, smother it... until your de- 
partment completes the OVERLOAD. 

Then, you go back and pick up 
routine where the emergency stopped 
it...and that’s more turmoil to get 
caught up. . and costly. 

Next time ANY office overload comes 
to your office, just smile and Call 
WORKMAN, and pile the overload on 
our shoulders. You go on with routine. 
We'll give you back fast your emergency 
calculations, or tabulations, or typing 

. and at money savings, when you 


Aon unman 


The nation's foremost office overload service 
WORKMAN SERVICE, INC. 
CHICAGO 2, Ill., 58 E.Washington St. 
Other office locations: 

New York City © Los Angeles 
Minneapolis ¢ Seattle 


| each task to be performed and why. 


its movement, where it lags and why, where it 
| backtracks and why, and how long it takes for 
Prepare a 


| work flow chart and diagram the movements. See 


how they zigzag from movements in your pres- 
ent system, then you can straighten these zigzags 
out in a straight sequence on a process flow chart. 
It is amazing how many operations show up in 
their true light once we put them down on paper 
in an orderly fashion. 

So many people have the idea that by having 
a forms design and purchasing control of forms 
program they save tremendous sums of money. 
Yes, in some cases this is true, but only so far as 
paper stock, printing schedules, and specifications 
are concerned. But look at the payroll time that 
goes into the filling in of these forms. How long 
does it take to fill in just one form? 

Isn’t it then more essential to see that we have 
the proper form—one designed in the orderly se- 
quence for the person typing it and with uniform 
typewriter spacing—if it is to be a form requir- 
ing typing of information? The faster the typist 
can complete the form, the cheaper the function 
becomes. Cut down movements of the carriage 
and use of the space bar and you cut down the 
time necessary to complete. I know of a form 
which reduced typing key strokes from 680 to 375 
by proper re-arrangement. 

Let us for a moment look at the engineer’s 
method of approach: 


1. Get facts 
2. Analyze them 
3. Conclusions and deductions 
4. Action. 
You see there is very little difference in an 


_engineer’s approach from those I have already 
, quoted. Work simplification requires a systematic 


and orderly method of attack in order to make 
thorough research to reach understandable con- 


clusions. 


I once had a division engineer tell me when | 
went to see him about curtailing an unessential 
activity which was costing considerable payroll 
time, “Well, what’s the difference, we have to pay 
her anyway—she’s on the payroll.” Believe me, 
we have many people who reason this way! 

Mogensen tells a story of a pilot who was flying 
him to Nashville on an urgent trip. He said to the 
pilot “It must cost the government a lot of money 
to get me to Nashville, Tennessee.” The pilot 
said, “Oh, it doesn’t cost anything.’ Morgensen 
asked, “What do you mean?” The pilot replied, 
“Well, it’s a government airplane; you’ve got to 
fly some place; I’ve got to get my flight pay; ! 
might as well fly you here as well as any other 
place; it don’t amount to anything.” 

This is the type of reasoning that stands in the 
way of any plan for work improvement. 


First of two articles. The second will appear in September. 
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UNMATCHED PERFORMANCE 


Even in these difficult days Tagger ribbons 
and carbon paper have steadfastly maintained 
their unparalleled reputation for value and per- 
formance. To extend the existing leadership 
of this fine line, a new ultra modern Tagger 
“Curl-Less” carbon that eliminates tendency 
to curl has been added to the line. It always 
lies flat and smooth, is quick and easy to 
handle, will not wrinkle or tree. Precision 
workmanship combined with an exclusive 


M &V manufacturing process enables Tagger 
“Curl-Less’’ to produce exceptionally accurate 
reproductions and give long and dependable 
service—truly an outstanding value. Of course 
Tagger “Curl-Less” is furnished in various 
weights and finishes for standard as well as 
noiseless machines. The special M&V quick 
removal feature saves operators’ time and in- 
sures longer wear. Remember too, all this 
added value—at no extra cost. 


MITTAG AND VOLGER, INC. 


ESTABLISIIED 


1881 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
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The Labor Dollar 


(From page 23) 


_ The Projection and Comparison Chart also 
_ makes it possible to estimate with considerable 
' accuracy the position of jobs not surveyed at all 
by the Association. It is possible for a company by 
comparison of its jobs with jobs actually rated by 
the Association to estimate its position on the Rel- 
yet »*=s YOUR finger pressure ative Job Value Scale and read the current dollar 
WILL INSTANTLY RELEASE scale which would give the present estimated po- 

-ari sition of the unsurveyed jobs. 
sas permea-grip lock Although it has not yet been proven, it is be- 
lieved that even non-clerical rate adjustments may 
be made by means of the Projection and Compari- 
son Chart. Inasmuch as the line drawn as of any 
one date and the line drawn as of any other date 
represent the general economic movement of a 
free labor market and, further, inasmuch as jobs 
tend to retain their relative worth, the difference 
between any two of the lines on the chart drawn 
at different dates is the measure of the economic 
a We movement between the two dates. It is arguable 
ale BS ~» J that if such a rate adjustment is proper for cleri- 
The NEW ee ” | cals, it is also proper for production employees. 
| If an employer, therefore, will take the rate of 
. any given production job at a date near to one 
(| a = () ( i i) ( i _of the survey lines appearing on the chart and 
‘ “bounce” that rate against the date line nearest 
CESCO'S LATEST TIME-SAVER to that on which the rate was established and read 
upward to the intersection of the vertical line 
_ with the latest line published, he may fairly say 
that the new rate represents the economic move- 
Only slight finger pressure will immedi- ment in that job from the date when the rate was 
ately release the tenacious hold on the | " ‘ 
posts. The cover is removed easily and | first established to the present time. It is to be 
smoothly, without danger of faulty opera- | noted that this may be done without any refer- 
ence to the Relative Job Value Scale as such, i.e, 
he need not tie in the production workers’ rate 
with any clerical occupation believed to be similar. 


By merely replacing the cover, it will Highly organized 
automatically lock with a vise-like grip ‘ ° : 
that will hold until voluntarily released. In the survey itself the material presented is 


The mechanism cannot rattle. highly organized so as to reduce to a minimum 
the labor of the salary administrator who is to 
make practical use of it. The reports on rates 
Accurate machining of fine quality steels give the maces, medians, weighted average, Pi 

used throughout ensures constantly | Middle 50 per cent, the number of firms and the 

—- ee, See pee aiee wastes or | number of employees for each of the 68 jobs cov- 

THIS NEW BINDER WILL — UP YOUR acne i ns rhea we as ssa nrg — 
reakdown for manufacturing plant offices, manu- 

WORK! SEND FOR DESCRIPTIVE LITERATURE TODAY! facturing administrative offices, wholesale trade, 


THE C. E. SHEPPARD COMPANY retail trade, financial, utilities, printing and pub- 
Pioneers in Visible Record Equipment lishing, export and import, and insurance. For 
44-11 Twenty-First Street Long Island City 1, N Y. | each job, also, there is a graphic presentation of J 


—ronoorn the distribution of rates so that the reader can 


j : see at a glance the significant concentrations of 
= © . 2 
: manand 10068 Lear I rates. Every range in use by the companies for 
[ | every job is reported and since this report is also 
64 


| graphic a very distinct idea of the value of the 
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TIME SAVING @ 
SALES MAKERS 


LETTERING GUIDES 


Only C-Thru modern engineering oven 
methods turned the trick. So simple $g00 
to use that an amateur can operate 

these rigid, yet pliable transparent fora set of 
plastic guides on sight. Complete 6 Guides 


alphabet, signs and numbers on each guide. 
Sizes 1/8", 3/16", 1/4", 5/16", 3/8", 1/2". 


Improved with thicker, cleare 
plastic, true edges, round cor 
ners, and flat surfaces. 


‘Made of sturdier plastic 
on working surfaces eliminate 


ADJUSTABLE TRIANGLES — 
8” size of sturdy, clear nc 

inflammable plastic. No pre 
truding rivets or sharp points. 


A complete line of other quality 
drawing, ruling and computing devices. 
) 


SEND FOR FREE CATALOG 
RULERS + TRIANGLES - KAVIGATIONAL INSTRUMENTS » STENCILS - PROTRACTORS - OTHER DEVICES 


CNS Ae Crary 


HARTFORD, CONN. 


job can be gleaned directly from the graph. In 
addition to the graph of the ranges, or structural 
rates as they are called, the average maximum, 
average minimum, modal minimum, average 
spread, and number of firms reporting ranges are 
given. Every range is labeled so as to indicate 
the industry using it. 

Of course, salaries do not tell the complete story 
in clerical labor costs. There are many person- 
nel practices and benefits which also enter into 
the picture. In conjunction with the Annual Sur- 
very an ever-broadening survey of personnel prac- 
tices is made. Among other things, this study has 
revealed a marked trend toward shorter work- 
weeks as well as increasing salaries. A continu- 
ing trend of vacation liberalization and increased 
insurance benefits adds to the improved position of 
the clerical workers. 

A commentary on the extent to which this year- 
round service is meeting the needs of manage- 
ment in spending its labor dollar more intelli- 
gently is the fact that 1,024 companies in New 
York City now avail themselves of the service. It 
has been found to be equally valuable to the em- 
ployer of 12,000 clerical employees and the em- 
ployer of 3 clerical employees. Each has the same 
problem of cost and each can find the answer, once 
accurate and up-to-the-minute figures are avail- 
able to him. 

Although most users of the survey make it the 
basis for their internal rate administration only, 
a good many of the companies use it as authority 
in negotiation with unions representing their 
clerical groups. Some of these companies have 
also used it in arbitration. In one company using 
it in arbitration on a mixed group of industrial 
and clerical workers, the clerical workers, as 
rated by the arbitrator on the basis of the survey. 
were not treated as favorably as the industrial 
workers in the same group, with the result that 
the salary bill of the company was kept at a level 
several million dollars less than the level which 
it had anticipated it would have to pay. 


Filing and Finding 
(From page 30) 


File drawers are broken up in blocks of about 
500, and centered in each block are two drawers 
which are painted orange for quick identifica- 
tion. These two drawers hold what are called 
“master cards,” on which are printed the numbers 


of all the applications in that block and against 


which information relating to various applications 
is noted. The use of these master cards is a great 
short-cut in all the filing activities, because infor- 
mation kept here tells whether or not the policy 
is active, or if inactive, the condition of its dor 


(Turn to page 76) 
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into KRAFT FILE FOLDERS 
we Made from natural, unbleached sulphite stock, these folders 
has have unusual strength and wearing qualities. They present 
ork. a clean, pleasing appearance and have an exceptionally 
-inu- good glazed Kraft finish. Browne-Morse Kraft Folders are 
ased available in many sizes, styles and cuts for every filing 
mn of application. They are furnished with either a single or a 
double top, with or without undercut. Tab styles include a 
year- one-half, one-third, one-fifth, two-fifths, and square cut. Any 
md of these styles may be secured in heavy weight or extra 
— heavy weight Kraft. 
e. It an omen aw ae oF o> o> ee a ah ae ee ee ee ee ee ee a 
ett CARD GUIDES | 
» em- 7 
same Browne-Morse alphabetical Card Guide Sets are available | 
, Once in three sizes... 3°x5", 4"x6" and 5”x8". They are . 
avail: made of quality Bristol in buff, salmon and blue colors, and 
it the of high grade Press-Board in grey only. They are supplied 
ute in durable, attractive, clearly-labeled boxes. Card guides 
nority are furnished either with or without “Keyloiding.” The spe- 
their cial “Keyloid" process impregnates the tab and entire top 
have edge of each guide with a tough, life-extending plastic that 
using adds strength and durability to the Card Guide. The glassy 
istrial “Keyloid” surface may be wiped clean with a damp cloth. 
rs, as 
urvey. ee ee ee a a a Se ee ee ae ee oe ee ee ee 
ustrial VERTICAL FILE GUIDES 
are Browne-Morse File Guides are made of Wolverine grade or 
which Quality grade Press-Board, in letter and legal sizes. They 
are pearl grey in color, neat in appearance and strong and 
durable. Sets are furnished in A to Z, or larger divisions, or 
unprinted in one hundred and one thousand lots. Browne- 
Morse File Guides are furnished printed or plain and with 
or without “Keyloiding.” Special process “Keyloid” so thor- 
¢ about oughly seals the tab edge that it prevents cracking or split- 
rawers ting. It keeps a neat and clean-cut appearance in your file 
ntifica- at all times. 
umbers — 
against | en. ae “oe ee 
ications PB 
a get row n e ~ 0 EL s Age MANUFACTURERS OF STEEL OFFICE 
© voli ; Architects of Efficiency’ tor America’s EQUIPMENT AND FILING SUPPLIES. 
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TYPEWRITER RIBBONS 


Get WRITE on the Job! | 


A good-looking letter makes a qood 
impression ... your letter to a prospec- 
tive customer will make the right im- 
pression—if it's a WRITE letter! 


: WRITE Typewriter Ribbons produce 
PA clear, crisp, uniformly sharp letters every 
time. WRITE Carbon Papers give you . 
more copies and cleaner carbons from 
every original, and they're easy to han- 
dle. 


WRITE high-quality products are gquar- 
anteed for long wear and consistently 
good performance. For economy and 
efficiency, supply your office staff with 
oF WRITE Typewriter Ribbons and Carbon 
4 Paper. 


me Ask your dealer, or write us today 
& for FREE samples and attractive 
: prices. 


Immediate Deliveries 


WRITE 


INCORPORATED 


420 Lexington Ave., 
New York 17, N. Y. 


+... FACTORY: Bridgeport, Conn i” 
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Objectives Achieved 


(From page 32) 


I have found that the best time for such work 
is after the offices have been vacated for the day, 
Then, with a maximum of four people, working 
two on each floor, top down, a seven-floor building 
can be completed in an eight-hour night, provided 
all office equipment and furniture are standard 
sizes. 

Standard equipment for a “Ute man” (utiliza- 
tion or space analyst) and his assistants are 
shears for each man and a “ute box’”—a plyboard 
box divided into as many compartments as needed 
for different templates and an extra compartment 
for map tacks, staples and stapler, and colored 
pencils. This box should not be too bulky to carry 
around. One box for each crew will suffice. 

The best method of attaching templates to the 
board are with staples, unless, of course, you are 
interested in only a sectional or smaller job. 
Staples accomplish a much faster and neater job, 
to my mind, than tacks, pins, mucilage or trans- 
parent adhesive tape. Staples will prevent the 
card templates sliding out of place. As the tem- 
plate board will be handled by more than one or 
two people, the templates should be secured. Pins 
and tacks will slip and fall out, while mucilage or 
tape tends to destroy easy movement or rear- 
rangement when necessary. 

It must be remembered that these boards car- 
rying the enlarged photos, photostats, or other 
large prints cost money. With proper care they 
can be saved and used repeatedly for office lay- 
outs, maintenance, moving of partitions, and 
work flow study. On completion of use the prints 
should be cleaned with an art gum eraser or car- 
bon tetrachloride, rolled, and covered. Folding or 
creasing them for any reason ruins them for 
future use. 

Checking 


If your concern is housed in numerous build- 
ings or if, because of lack of efficient help, the 
template job cannot be completed in one night or 
afternoon, it is advisable to spend the day check- 
ing the layout with the chiefs involved. Have the 
different section chiefs write in the names of those 
people occupying space that has been templated. 
Also, if possible, have each chief draw a diagram 
showing the work flow within his department. 
which is to be incorporated with the finished job 
for over-all planning. 

After the copy of the present office layout has 
been made and the work-flow shown on the lay- 
out, the time has come to develop your new work: 
flow and layout. 

You are now in a better position to create the 
new office template layout, since you have a clea! 


(Turn to page 72) 
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Weldon Rove Grane 


No. 399 TRI-PLY — for typists 
CENTER PLY — soft gray 

ink and type eraser 

OUTER PLIES — red rubber, 
for all general erasing 


No. 235 CORAL — Versatile coral pink 
soft ink eraser; bias beveled for erasing 
details; broad flat surfaces for cleaning. 


; , Newark 7, New J 
Pa i | 


_ WELDON ROBERTS RUBBER COMPAR 


A New Leader in Modern 
Streamlined Wood by 


‘Taylor 


for the General Office 


Your customers will like this beautiful model. Well-styled 
good looking, comfortable. A new chair in new colors to sah 
new streamlined desks—wood or steel. Strong, dependable con- 
struction. A cost-saving, functional, modern chair to give the 
new look.” 

The TAYLOR line is complete. Full line of other TAYLOR 
Comfortable-Posture Chairs for every office 
duty. Other lines in full range of models and 
pricing in All Wood Bank of England and 
Commercial Flat Back. Also Turned Leg and 


finishes to match any new desk colors, wood or 


steel. THE TAYLOR CHAIR COMPANY 


Bedford, Ohio 


Please send to me, illustrated folder of 
Chairs, prices and where | may obtain. 


TheTaylor Chair Company 
_ .) es 


duly, 1948 
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Modern Chairs. Upholstered Models. Special {| © ~~~ ~~~ 77777777" 


Taylor Comfortable 
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One of a series of messages to help you increase your understanding of business paper advertising, and its effect on your business, 


How much longer 
can your company afford to 


“refuse business tactfully’? 


+ iad FACE IT — the honeymoon is about over. It But now the time has come when we must appl) 

was fun while it lasted, but it won’t pay the the same philosophy to the manufacture of a sale. 
rent. Not now. That means—more mechanization! 

After an absence of seven years, the spectre of a Confronted with a buyers’ market, how much will 

buyers’ market is once more rearing its head, and it cost your company to produce one unit of sale? A 

its expression plainly reads—“‘I’m going to be hard prohibitive sum, if you’re going to depend entirely 

to get.” on personal contact. You’d have to hire a tremendous 


force of salesmen to cover the field. Even then, much 
of their valuable time would be spent on ‘‘missionary 
work’’—which is really a job for mechanized selling. 


This doesn’t scare anybody who hasn’t forgotten 
how to sell. But there are quite a few of us in American 
business who could use a quick refresher course. 
(We’ve had a long ‘‘vacation.’’) Mechanized selling is simply another name for 
consistent and aggressive advertising. Like the ma- 
chine on the production line, it is a multiplier of 

men’s efforts, for it enables them to produce (and 
‘ earn) far more than they could alone. 


When it comes to production, our output is up 
almost 100 per cent. We’ve acquired a lot of new 
techniques on the assembly line, because it was obvi- 
ous that if there were to be any profits left —after 


increased labor costs, high-priced materials, and And when it goes to work in the business press, it 
taxes—we’d have to trim every last ounce of fat off becomes the most efficient machine at your disposal 
the manufacturing cost per unit. for manufacturing sales at a profit! 


Just how efficiently does business paper advertising work? If you'd like to 
see some examples, we'll be glad to send you a recent ABP folder on actual 
results, Also, if you'd like reprints of this advertisement (or the entire series) 
to show to others in your organization, you may have them for the asking. 


OFFICE MANAGEMENT AND EQUIPMENT 


is one of the 129 members of The Associated Business Papers, 
whose chief purpose is to maintain the highest standards of editorial 
helpfulness—for the benefit of reader and advertiser alike. 
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there are plenty of office 


jobs for DYUPLISTICKERS 


DUPLISTICKERS are saving time and money in offices and 


factories today. While they serve the same purpose 
as roll labels, Duplistickers’ gummed, perforated 
letter-size sheets are easier and quicker to fill in 
on the typewriter—as easy as typing on a letter- 
head. And Duplistickers are a real economy .. . 
offering three-and-a-half times more stickers 


than roll labels! 


FOR LETTER FILE INDEXING. Duplistickers are widely used 


for marking and indexing of tabs on letter-file 
folders, etc. Addressing is faster, and —~ 


Duplistickers cost considerably less per 
thousand labels than other types of 


gummed labels. 


‘SPEED DUPLICATE MAILINGS. 


With one operation, it is pos- 
sible to do all the addressing 
required for two, three or four 
different mailings. Single 
mailings can be done more 
quickly too because thirty- 
three addresses can be typed 
with one insertion in the 
typewriter. Ideal for address- 
ing envelopes, circulars, 
samples, catalogues, etc. 


MANY OTHER USES for Du- 
plistickers in offices, factories, 
schools, Particularly conveni- 
ent and practical for address- 
ing heavy duplicate record 
cards of all kinds, 


EUREKA SPECIALTY PRINTING CO. 


STATIONERY DIVISION 
: EPT. OME, SCRANTON, PA. 


4% 
, 
A J 
U4 


FIVE COLORS. Available in 
white, blue, pink, green, 
canary, Twenty-five perfor- 
ated gummed sheets in each 
Duplisticker package, with 
thirty-three 21/4,” x 1” stick- 
ers to a sheet—825 stickers 
in all. Retails at 50c. 


... the Sengbusch HP-6 Handi-pen has the utility 
and appearance that please both hard-boiled 
office managers and demanding executives. 


It appeals to busy executives—Smart and dignified HP-6 
Handi-pens make a big impression on all who see them. 
In addition to good looks, they offer smooth, efficient 
instantaneous writing service. 


Ideal for the entire office force—These efficient desk 
sets, with their effortless writing, save time and eliminate 
disturbing annoyances such as constant refilling, clogging, 
flooding. They are reasonably priced and find a sizeable 
market among quantity buyers. 


Has famous “Capillary Action” inking principle—The 
HP-6 holds 6-months’ supply of ink. Thanks to the 
scientific Sengbusch method of inking, there is no ink 
deterioration or waste; the last drop of ink in the con- 
tainer is as fresh as the first. 


For increased efficiency in your office, standardize on 
Sengbusch Handi-pen—the writing champion. Place your 
orders now. Write for circular P-47. 


Sengbusch Self-Closing Inkstand Co. 


178 Sengbusch Building Milwaukee 3, Wisconsin 
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KEEPS PERSONAL PAPERS, 
SAFE, HANDY! 2 


All These 

CONVENIENT 

SAFE-KEEPING 

Features! 

® Secret Chamber 

@ 2 Locks—2 Keys 
e@ 20 File Folders 

: —= 

e@ All Aluminum 

@ All Metal 


$ 95 Complete 
7 Slightly Higher 


West of Rockies 


—_, 


For Your 
Personal, Portable File, 
Choose Maso's “Bankette"! 


records, you can't beat Maso’'s 
ette’’. Fire resistant, 
the “Bankette”’ 
5%” deep. 
service. 
lock, 1%4” deep. 
full 3”. Easy to file. 
everything. 


Lightweight, Portable! 
Weighs about 8 lbs. Has 
strong steel handle. Take 
anyplace. So handy, con- 
venient! 


or Gray. 


MASO STEEL PRODUCTS 


CHICAGO 7, 


500-32 $. THROOP ST. ILLINOIS 


Every Coupon a Dividend! 


Some customers tell us that the new HILL “Coupon-Book” 


saves them as much as $2.50 per lot of business cards. 


Why not! One purchase order, one bill, one check does 
the trick. Each book contains ten or twenty coupons, each 
good for 250 or 500 business cards . . . when you need 


handsomely engraved 
Write 


them, to your precise standards .. . 
raised-letter thermography. 
Folder today. 


economical, 


“Coupon-Book” 


or modern, 


for your FREE 


r.onHILL we. 


Engravers and Thermographers of 
Important Business Ambassadors 
LETTERHEADS e BUSINESS CARDS 
ANNOUNCEMENTS 


270—M LAFAYETTE STREET, NEW YORK 12, N. Y. 
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For safekeeping your valuables, per- 
sonal papers, keepsakes, tax and other 
“Bank- 
water repellent, 
is a full 13” x 12” 3 
Quality built for lasting 
Secret chamber with separate 
Swivel front opens a 
Ample room for 
Your choice of beautiful 
baked enamel, Hammerloid finish, Green 


ORDER FROM YOUR STATIONER 


—" 


picture of what errors existed in the old set-up, 

By actually templating the old layout and dis. 
cussing the duties, equipment, and location of see. 
tions with the section chiefs, you have a clear pic. 
ture of the existing discrepancies. 

While it may prove somewhat of a burden, it js 
wise to listen to the individual gripes of employees 
when they persist on being heard, because often 
their complaints are justified and enable you to do 
a more complete survey as to successful work- 
flow along with space allocation. When personnel 
and management are in complete awareness that 
the changes are being made toward efficiency as a 
help to their work load and costs, they appreciate 
the effort and are more cooperative. This spirit 
improves personnel relationship and while it is a 
by-product of the Ute man’s objective results, it 
is a desirable angle to consider. 


Lighting Line Catalog Issued 

Mitchell Manufacturing Co., 2525 Clybourn Ave., Chi- 
cago, has released a 28-page pocket catalog, designed as a 
selling guide for electrical distributors, contractor-dealers, 
and architects. Attractively illustrated in two colors, the 
book presents the complete Mitchell line of general, special- 
ized commercial, industrial and residential lighting equip- 
ment as well as display illumination, desk lighting and port- 
able units. Complete specifications and price information is 
included for each item. 


Free copies are obtainable by anyone writing for one on 
their company letterhead. 


A test will prove ...Heyer Inks improve the 
work of any stencil duplicator... give finest 
reproductions on both automatic or hand 
inked duplicators. Black and 7 colors. 


he fost complete line of 


DUPLICATORS and SUPPLIES 
for. all 


1848 S. Kostner Ave., Chicago, U. S. A. 


PO LLL: AE OT 
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POSTAL SCALE Patented cantilever spring action 


for accuracy. Adjustable. All-metal. Dealer item. 
Retail $1.50. Standard discounts. Green,red, or ivory. 


Order from your jobber—if he cannot 
supply, write factory. 
s4ae6-3 


ACCURATE PARTS MFG. CO. 
12437 Euclid Avenue & Cleveland 6, Ohio | 


ADVERTISED IN 


Apsco Giant .. . the 
all-around pencil 
sharpener for office, 


school and home. 


Moderate 
priced, 

yethasthese Yay 
features... 


Centering 
Disk, Pencil 
Stop, famous 
Apsco Cutters! 


AUTOMATIC PENCIL SHARPENER CO. 
World’s Largest Producer of Pencil Sharpeners 


~REX-0-Graph 


MODEL FM FLUID DUPLICATOR AND 


BY THIS , 
Copymaking 
Combination 


The Versatile 


HANDY NEW REX-O-Graph CABINET 


within easy reach. Offers 
handy working surface and 
convenient storage space. 
Modernize your duplicating 
—for savings—with this ideal 
combination of duplicator 
and matching cabinet. Ask 
your REX-O-graph dealer 
for a demonstration—QUICK 
DELIVERY information. Or 
write direct for complete 
literature. 


You'll produce all types of 
work—from simple duplicat- 
ing to complicated systems 
work—faster, easier, and 
more economically with the 
REX-O-graph Model FM and 
its Quick-Change Master 
Guide. And the matching 
REX-O-graph Cabinet saves 
extra steps and extra time by 
keeping important supplies, 
fluid, carbon, paper, forms, 


ID, REX-O-Graph Inc. 


> Graph —< 
Se 3739 N. Palmer Street, Milwaukee 12, Wisconsin 
of Fivia Dus 


Offices throughout the world 


FLUID DUPLICATORS AND SUPPLIES FOR SUPERIOR RESULTS 


An Amfile adaptation of the old-time box file. Stands up- 
right or lays flat. Has dozens of uses on desk or work table 
—wherever papers must be filed ond found quickly. 
Equipped with 15 division letter-size alphabetical index. 
Well made with pull tab at back, strong suit-case catch to 
keep out dirt. Covered with marble paper—orange back. 


No. 890 File comes packed 12 to carton. $17.00 per doz. 


$15.50 per doz. in gross lots 


ORDER TODAY. Send for Amfile 
Catalog showing complete line of filing 
specialities. 

AMBERG FILE & INDEX CO. 


1602 Duane Bivd., Kankakee, Ill. 


ROCKFORD, ILL. » LOS ANGELES - TORONTO | 
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OF INTEREST TO OFFICE PEOPLE 


New Publications 


RETENTION AND PRESERVATION OF RECORDS, WITH DESTRUC- 
TION SCHEDULES is a revised, 30-page brochure prepared 
jointly by the staff of the Chicago Bureau of Filing & Index- 
ing, Inc., 209 South LaSalle St, Chicago, and a law firm 
which did extensive research on the legal aspect. 

Included in the contents of this valuable work are pages 
on tabulation of material to be retained 6 months only, how 
to prepare a schedule for retention, indexing storage rec- 
ords, microfilming old records, tabulation of limitations for 
civil actions, legal requirements for the retention of papers 
covering income taxes, labor matters, social security, wage 
stabilization, an entirely new and up-to-date tabulation of 
115 common business papers, the minimum, maximum and 
average length of time retained by 48 nationally known con- 
cerns, and a detailed index and bibliograph. Priced at $1.00 
a copy. 


SECRETARIAL EFFICIENCY is a second edition which, like 
the previous one, gives a fresh, vigorous interpretation of 
just what employers expect their secretaries to do, to know, 
and to be. 

Written by Frances Avery Faunce, a secretary of wide and 
practical experience, in collaboration with Frederick G. 
Nichols, an editor and teacher of commercial studies, the 
502-page, profusely illustrated book offers a wealth of au- 
thoritative answers and common sense advice with which 
the secretary can increase her usefulness through a knowl- 
edge of the principles that guide her in carrying out her 
varied duties. 

Published by McGraw-Hill Book Co., Inc., 330 West 42nd 
St., New York, the volume is priced at $3.50. 


New Ditto Patent 


Ditto, Incorporated, 2243 West Harrison St., Chicago, 
has developed a patented method of breaking down any list 
of items by item—and each item on a separate sheet of paper 
—without rewriting. 

It is done by running a set of overlapped strips called 
Analyslips through a Ditto duplicating machine to pick up 
one item on each Analyslip. As many as thirty such slips can 
be run through the machine at one time. The slips are then 
torn apart and used as desired. 

Analyslips have been used in inventory control, sales anal- 
yses, stock taking, labor tickets, movie tickets, analyses of 
puchases, inspection unit copies, hospital charges, catalog 
preparation, and can be made in practically any size, either 
paper or card stock, in any number of units to a set printed 
on one side or both sides. 


Electronic Computer Marketed 

A new high-speed, general-purpose electronic com- 
puter is being marketed by the Eckert-Mauchly Computer 
Corp., Broad and Spring Garden Sts., Philadelphia, one which 
“out-speeds and out-performs all previous electronic 
‘brains,’ ” according to Dr. John W. Mauchly, president of the 
company. 

Called the Univac, the computer uses magnetic recordings 
on a metal ribbon instead of punched paper tape or cards. 
By a special technique, over one hundred numbers can be 
written magnetically upon a piece of tape only an inch long. 
This tape can be erased or changed, according to Dr. 
Mauchly, which means that it is possible to also completely 
remove all data from the tapes when no longer required. In 


this manner, he explained, the tapes can be used repeatedly 
for many years. 
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The Univac employs a mercury “memory” or register which 
can hold as many as one thousand twelve-digit numbers 
within the machine. Because of this high-speed built-in 
memory, Dr. Mauchly says, the computer can add thou- 
sands of twelve-digit numbers in one second. 

Several large business corporations, as well as statistical 
groups and government agencies are preparing to install these 
machines. A number of standard systems will be in use next 
year. 


New Property Acquired 

J. B. Van Sciver Co., manufacturers and importers of 
furniture, carpets and draperies, Federal St., Camden, N. J. 
have acquired a property at City Line and Bryn Mawr Ave, 
Lower Merion Township, Pa., on which a suburban branch 
store will be erected. 

Costing over one million dollars, the building will occupy 
the block and will contain about 100,000 square feet of display 
space which will be devoted exclusively to furnishings for 
the home. 


Survey for Government Purchasers Begun 

A national survey of salaries and responsibilities of 
public purchasing agents at all levels of government through- 
out the United States, has been announced by W. Z. Betts, 
president of the National Institute of Governmental Purchas- 
ing, 730 Jackson Place, N.W., Washington, D. C. 

A special committee has been designated to make the study 
and report to the annual conference of NIGP to be held at 
the Bellevue-Stratford Hotel, Philadelphia, October 18th to 
20th, Mr. Betts announced. 

In New York, David Joseph, certified public accountant, 
40 East 49th St., who has been designated as special survey 
director, said that more than 1,500 questionnaires will shortly 
go out in the mails to public purchasing agencies through- 
out the country. 


Filing Association Meets 

The Filing Association of New York held its regular 
monthly meeting at Stouffer’s Fifth Avenue restaurant re- 
cently, and in doing so, paid tribute to its retiring president, 
Elizabeth G. Lee. 

The more than 120 members and guests who attended the 
affair heard Miss Lee report on the progress of the organ- 
ization, now in its 28th year, and later presented her with 
a gift for her excellent work in behalf of the association. 


NOMA To Conduct Management Courses 

The National Education Committee of the National 
Office Management Association will conduct a three-day in- 
stitute at the University of Denver, Denver, Colo., August 9th 
to 11th, and a similar one at the University of Southern Cali- 
fornia, Los Angeles, August 16th to 18th, both courses 
cooperation with the universities. 

Designed to be of interest and help to office managers and 
teachers, as well as those preparing for supervisory positions, 
the institute themes will deal with scientific methods and 
office procedures. 

Registration fee for the Denver institute is $17 a perso. 
Check, draft or money order, made payable to the National 
Office Management Association, should be mailed to Waldo 
Olson, Business Manager, Colorado Woman's College, 1800 
Poplar St., Denver, Colo. For the California meeting, the fee 
is $15 and payment, as in the above methods, should b 
mailed to E. G. Blackstone, Institute chairman, 1526 Fourth 
Ave, Los Angeles 6. 


July, 1948 


at 


— a oe bet he (Of 


. pe i ee eo Sy “Tes — - woes ye > & t- Jee USN 
4 ' : i a = ee Oe 2 7 lalieccia aa 
>a "$$$ OOOO LN KSKee 
e a 
aa! 
SSS LD 
7" 
Pa, 
a! 
E> ay 
q 
ae if 
— = 
LA ed dé 
fh “ | 
ca 8 | 
a 7 
ake) | 
t eae | 
_—_— 
i Bs | 
- Peis. 
ee > ‘ 
J Rol ees 
Eats ‘ 
Per eke! | 
i ae 
; ‘ia 
ai 
hy a Se . | 
nr 
i ‘ 
rf wie ey 
" - 
a 
ee oe te fe 
bie 7 
a 
be = 9 
\ ees " 
y a i 
2 an 
K ' 
7 "an 
7 i | 
E r 
ik ¢ 
— : 
a n 
s f 
i: : er: t] 
i . 
— " 
% > 
’ _ 7 ee —_ ° 
i. 
i; 
rs) 
<n : 
aon: scl a ee. ‘ : Re 4 ee a > ? cee a? ih iH ; Ta Wie tee i ee 
Bea ee ee . 5 Ps een Qe na Cn hee 


—E —— 
ae cot aE 


OF INTEREST TO 


OFFICE PEOPLE 


ee 


McBee Appoints 
W. M. Stockdell, Jr., has been appointed manager of 
the new McBee Company office in Jacksonville, Fla. The 


W. M. Stockdell, Jr. 


announcement was made by H. C. Davis, vice-president in 
charge of sales. 

Mr. Stockdell joined the McBee Company in 1942 and 
was assigned to the Washington, D. C., territory. In 1946 he 
was transferred to the staff in Newark, N. J., where he served 
until his recent promotion. 

Mr. Stockdell’s appointment creates a father-son team for 
McBee in Florida as his father, W. M. Stockdell, Sr., has 
been manager in Miami for the past 17 years. 


TSA Meets, Elects Officers 
The Transcription Supervisors’ Association of New 

York held its final meeting of the current season at the 
George Washington Hotel recently, and elected the follow- 
ing officers: president, Mae Turbush; first vice-president, 
Anna Rathjen; second vice-president, Carina Meyers; re- 
cording secretary, Anita Busch; corresponding secretary, 
Mary Berendes; treasurer, Mary Elrod. 

The dinner meeting also featured the showing of motion 
pictures, reception for new members, and exhibition of the 
club press book. 


Visit Plant in Comfort 

Addressograph-Multigraph Corp., 1200 Babbitt Road, 
Cleveland, had one of its most successful open house cele- 
brations recently, when more than 200 members of the 
Insurance, Accounting and Statistical Association, visited its 
Cleveland headquarters plant, the visit being the final event 
on the last day of the association’s three-day international 
convention in that city. 

One of the important factors that contributed to the suc- 
cess of the visit was the unique method by which the Ad- 
dressograph management arranged to transport such a large 
delegation to its factory, a distance of about 15 miles from 
the convention heaquarters. 

The company arranged with the New York Central rail- 
road to charter a special train, consisting of three of its most 
modern streamlined coaches and two dining cars. The train, 
leaving from the Union Terminal, immediately adjacent to 
Hotel Cleveland, where the convention was held, enabled the 
delegates to take the trip in perfect comfort, avoiding the 
heavy rush-hour traffic of the city. 

Immediately upon their arrival, a reception committee of 

company officials and employees welcomed the delegates who 
were divided into small groups and conducted through the 
mmense plant, where they were shown the assembly line 
methods employed in the manufacture of Addressograph- 
Multigraph products. 
On completion of the factory tour, the delegates reboarded 
the train and were whisked back to the terminal. Refresh- 
ments were served in each of the five cars and the trip was 
completed by 5:30 p.m. 
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Coming Events 


National Society of Public Accountants 
Annual National Convention 
Copley-Plaza Hotel, Boston 


August |7th-2Ist 


National Institute of Governmental Purchasing October |8th-20th 
3rd Annual Conference : 
Bellevue-Stratford Hotel, Philadelphia 
Booklet on Myrtle Desks 
The Myrtle Desk Co., High Point, N. C., has had a 
great deal of commendation for its booklet, “It’s a Myrtle— 
the Desk You’ve Always Wanted!”, published by the com- 
pany to acquaint new and prospective owners with the vari- 
ous special features of the desk, which include adjustable 
height, additional foot room, a foot rest, ball-bearing file 
drawer guides, file drawers equipped with rail for suspen- 
sion files, index file drawer, positive locking device, a top 
which tilts, and a burn-proof top. 


90th Anniversary Marked 

S. S. Stafford, Inc., 603 Washington St., New York, 
makers of inks, carbon papers and kindred chemical prod- 
ucts, is currently celebrating its 90th anniversary. 


New Reader Increases Efficiency of Microfilming 

The efficient use of microfilming as a business system 
is expected to be substantially increased by the speed and 
simplicity of a new type of motor-driven reader developed 
by Remington Rand, Inc., 315 Fourth Avenue, New York, 
they report. 

Known as the Film-a-record Reader-Desk, this unit in- 
corporates many exclusive features designed to facilitate ref- 
erence to micro-records. Tests have shown an inexperi- 
enced operator can load it and locate any image on a 100- 
foot roll of indexed film in less than 60-seconds without 
leaving her chair. Transcriptions can be made with one 
hand while operating it with the other hand. Loading, focus- 
ing and image positioning are all accomplished in a recess 
located at the base of the screen. 

A 14” by 14” screen enlarges documents 23 diameters to 
original size or larger. It is scientifically tilted at an angle 
of 54° and specially coated to eliminate eye strain. The 
Reader-Desk will be available in July. A complete descrip- 
tion is included in a new folder entitled “From Film Box to 
Screen in 60 Seconds.” Copies available from the company. 


Advertising by Check 

Citizens of Holyoke, Mass, who draw checks on the 
Park National Bank there, will shortly be serving as “pub- 
lic relations ambasadors” for the city. 

A new counter check, with a background design showing 
Holyoke’s landmarks, was designed for the bank by the Todd 
Company, Rochester, N. Y. The checks’ background is a 
brown-tint Pantagraph etching with six panels showing, 
respectively, the War Memorial Building, the Holyoke Public 
Library, Ye Tavern, the Holyoke Dam, Mount Holyoke Col- 
lege and City Hall. 

Beneath the design are printed thousands of impressions of 
the word VOID in invisable ink which become glaringly vis- 
able if ink eradicator or similar chemicals are applied. 

Advertising value of the checks to the city is evident in the 
fact, revealed by recent banking surveys, that 16 persons 
see the average check from the time it is written until it 
returns to the maker’s files. Thus, the 250,000 checks which 
the Park National expects to circulate during the next year 
will make approximately 4,000,000 advertising “impressions.” 
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Autocopy 
TYPE AND PLATEN CLEANER 


Every user of a Gelatin Duplicating Machine 
will find good use for Autocopy Type and 
Platen Cleaner. Used regularly it keeps type 
clean and the platens of the typewriter and 
duplicator free from stain and help them to 
retain the normal conditions of a new platen. 


AUTOCOPY, INC. 


464 W. Superior St. 
Chicago 10, Ill. 


18 W. 18th St. 
New York, New York 


For Quality Drafti 
A complete line of drafting 
tables featuring the world’s 
finest drawing surfaces, 
“Rigid, practical, efficient. 


signed for comfort are 
available in sizes from 22” 
to 32%” in height. See 
your local dealer for full 


ENGINEERING MANUFACTURING CO. 


G19. NO. COMMERCE ST. SHEBOYGAN, WISCONSIN. 
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Filing and Finding 
(From page 66) 
mancy. Besides, request and transfer vouchers 
are kept back of the card carrying the number of 
the file taken out, so that immediate reference 
tells the file division the location of a needed ap- 
plication. 

Finally, a floor plan of each floor of the divi- 
sion, showing the location of the various number 
series, indicates where the files are located, so 
that even the beginner finds his way around. 

Rigid adherence to rules governing the use of 
files by other departments, and their transfer 
from one department to another insure that the 
file division can maintain close control of a file 
even when it is not resting in its proper drawer. 
As a file travels from one department to another, 
a transfer voucher is forwarded by pneumatic 
tube to the file division, and then goes into the 
master file drawer for that particular file. 

Although the staff of the New York Life ob- 
serves these regulations with a high degree of 
faithfulness, the file division maintains a crew of 
men who act as trouble-shooters in running down 
applications that are mislaid or those transfers 
that are unreported. However. it is the responsi- 
bility of a man requiring a file that is out to obtain 
it from whatever department the records of the 
file division indicate. 


RANSON 


POSTAL 
SCALES 


Now available in three 
_ | Models for every mailing 
| | and shipping requirement 
in office, mailing depart- 
ment, and shipping room. 


Model 1509—Capacity 5 ibs. by 1% ounce. Auto- 
matically computes postage for air mail, first class, 
and merchandise up to 4 Ibs., pointer gives exact 
amount of postage without figuring. Dial 612” 
diameter, glass covered. Dimensions—6!/2” x 6/2" x 
914" overall. Packed in individual carton. 


Model 1530 (illustrated)—Capacity 25 Ibs. by 1 
ounce. Computes parcel post charges for merchan- 
dise up to 25 lbs. Dial 612” diameter, glass covered. 
Dimensions—614” x 614" x91” overall. Packed in 
individual carton. 


Model 1515—Capacity 50 Ibs. Computes parcel post 
charges for merchandise up to 50 Ibs. Dial 8” diam- 
eter, glass covered. Dimensions — 8” x 7/2” x 10 
| overall. Packed in individual carton. 


Order from your supply house. 


' HANSON SCALE COMPANY 
525 North Ada Street, Chicago 22, Illinois 
= even call 
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THE Qéechclecl” DEMANDS AN ERASER THAT'S 


SOMME VALET | aon i 
- Care on tne jor 


END ALL WRAPS PROBLEMS 
; Office VALET Wardrobe Racks Corel to prevent 
- and Costumers end "wraps" paper abrasion 


problems, keep clothing "in 
press," aired on spaced hang- 
ers; provide ventilated spaces | 
for hats, overshoes and um-— 
brellas. Save floor space, ac- 
commodate 3 persons per square foot. Fit 
in anywhere. Lifetime welded construc- 
tion. Modern lines and colors. 6-place 
non-tipping costumers—I2 and 24-place 
4-foot racks. Endorsed by top office 
planners — in industry—institutions—muni- 
cipal buildings—schools—professional use. 


em 


# bears the trademark 
oy Nour 
ARTGUM is the registered trademark of 
VOGEL-PETERSON CO. mTHE ROSENTHAL CO., New York City U.S.A. 
624 So. Michigan Ave. Chicago 5, U.S.A. ~~ ; —_ 


WRITE FOR 
BULLETIN 
No. A-4 


ONE-TIME CARBON INTERLEAVED FORMS 


LOOK TO DACO — for these 
items—also for Machine Record Rp 
Ledger Cards and forms. a. Consolidate your various forms for one typing! Use 


For over a quarter of a century toe 7 of Snapeasy one-time carbon interleaved forms saves 
Daco has manufactured a com- A: Aso typists’ time, eliminates error, simplifies by standard- 
plete line of filing supplies, fis izing, insures legibility, and speeds up office routine. 
forms, cards and guides for i a ae We willingly adapt Snapeasy forms to your own needs. 
every office and industrial use. ~ 9H No “minimum order” is necessary. Send us your forms 
Competitive in price and quality, for advice and an estimate — today! 
Daco supplies are regular busi- : 
ness builders. 

\¢..32 Dept. OME for information 

Juctations 


WS = as 
DACO CARD & ee The ARTHUR J. GAVRIN PRESS, Inc. 


i 50 WEBSTER AVENUE e NEW ROCHELLE, N.Y. | 


Write Dept. OM-6 


July, 1948 
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INVEST YOUR 
TALENT IN 
COMPLETE OIL COLOR set GOOD SUPPLIES 


12 Tubes '/2"" x 2'/4"", Nobema Oil Colors, 
linseed oil and turpentine, 2 brushes in com- 
pact wooden box. #401, Each $3.00. 


AVAILABLE NOW! 
Imported Genuine Hog's Hair Bristle Brushes 
for Oil Painting. 
Per Per 
Size Gross Dozen Each 
$20 $2.00 20 cents 
= ie 


30 
35 ” 
40 


ARTIST’S SKETCHING 
EASELS 


Standard 68 inch heights 

#706 All Aluminum Easel, detail 
of head illustrated, 234 pounds 
of yy compact rigidity. Price 


e705 "sliding Leg Easel. Price 


$3 Folding i. Easel with 
canvas holder. Price $3.00 
#701 Same as above without 
holder. Price $2.00 

If Your Dealer Does Not Carry 
These Please Send Us His Name 
and Address, 

NOBEMA PRODUCTS CORPORATION 
141G Greene Street, New York 12, N Y. 


ACCO 


originated this type of fastener, and as 
pioneers maintain the highest quality 
in material and serviceability. 


Look for ACCO on your fasteners. 


ACCO PRODUCTS, Ine. 
OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co. Ltd., Toronto 


— ~—, 
wz Ca ce __] @ 
—_—_— =f 
——— 
ACCO FASTENER 


' 
| 
| 
| 
| 
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OFFICE MANAGEMENT AND EQUIPMENT 


WANT-AD OPPORTUNITIES 


Rates are 10c a word. Minimum charge $2.00. Payable 
in advance. Address replies to all Box Number ads ¢/o 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Ave, 


Employ ment Service 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its .19th year of service to high-grade 
men, specializes in individualized personal service, In opening contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams, 
2220 W. Grace St., Richmond, V 


SALARIED POSITIONS. $3,500-$35,000. If you are considering a new 
connection, communicate with the undersigned. We offer the original 
personal employment service (38 years recognized standing and reputa- 
tion). The procedure of highest ethical standards, is individualized to 
your personal requirements and develops overtures without initiative 
on your part. Your identity is covered and present position protected. 
Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg., Buffalo, 2, N.Y. 


Positions W anted—Male 


PERSONNEL MANAGER—OFFICE MANAGER. Fully familiar with 
selecting, training and supervising office and white collar personnel and 
maintaining favorable working conditions. Proven ability to increase 
cooperation and reduce turnover. Familiar with group insurance— 
hospitalization—retirement plans and modern personnel techniques. 
Have written comprehensive employee manuals. Set up and supervised 
successful sales training programs. Graduate of Wharton School. Locate 
in NY City or vicinity. M-319. 


CONTROLLER, TREASURER, CREDIT MANAGER. _ Sixteen years’ 
heavy financial experience. Thorough knowledge of domestic and for- 
eign trade. Agreeable to travel U. S. or foreign countries. ; - 
gree. Married, no children. Age 35. Salary $5,500 domestic. M-249. 


BUS'NESS MANAGER — Extensive experience in methods analysis, 
manual writing and office direction of such functions as sales, procure- 
ment, warehousing, inspection, traffic, accounting, credit, inventory and 
budget control, and personnel management. 14 years’ experience. 
OM-26. 


JUNIOR EXECUTIVE desires affiliation with progressive concern, Detail 
experience and education in Industrial Engineering with a specializa- 
tion in Space Administration, including lay-outs, planning, procedures, 
and methods analysis. Presently employed but desires advantageous 
chanze. 26 years of age and married. OM-24. 


Positions W anted—Female 


COMPTOMETER OPERATORS 
They do not go on your payroll. 
way, New York, N. Y. 


available for temporary emergencies 
General Calculating Service, 8 Broad- 


— = —— 


ADMINISTRATIVE ASST. 10 years’ assistant to top executives. Ability 
to organize, train personnel. 8 years’ executive engineering work in 
connection with safety and health standards. College grad. Tall, 
friendly personality, executive type. $4,500. F-253. 


———— 


PURCHASING AGENT. Thoroughly conversant with running procure 
ment division. Proven ability to cooperate with sales, advertising and 
promotion departments in connection with all merchandising problems. 


9 years’ heavy industrial experience, including electronics. 2 years 
packaging in cosmetic field. Age 32. $5,000. F-254. 
oie — ad ————— 
Help Wanted—Male 

a 


BUSINESS FORMS SALESMAN with forms, system or office machine 
sales experience. Commission-Drawing Account. Unusual opportunity 
with expanding organization. Write for interview. A. N. Becker, 427 
Guardian Bldg., Cleveland, Ghio. 


For Sale or to Buy 


— 


WANTED: Multiliths, Graphotypes, Business Machines, Addressographs, 
Mailing Equipment, Multigraphs. Quote model serial number, ~~ 
wanted. Harold M. Bennett Co., New York 17, N. 


July, 1948 


595 Fifth Ave., 
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BINDER CLIPS . 
A hie! ‘. 


° 3 Sizes: %", 1%2", 2" 


In demand — because they are strongly 
made, long lasting, economical to use. 
L.E.B. Binder Clips are precision made 
of rustproof tempered spring steel. 
Nickel-plated removable handles. 

Order now for volume sales and turnover. 


CUSHMAN & DENISON MFG. CO. 
135 West 23rd Street, New York 11, N. Y. 


200 Cards 
6x4 
Complete 


$1.60 


Quick «¢ Convenient 
Save Time 


Handifax Cards join together. File sheets of 
cards on edge in correspondence folders. Use 
half inch visible margin for Indexing, Tabulation 
and Color Signals. 
Ten years national use. 
Order today, money back guarantee. 

Ask for catalog 


N 


Sheets of Cards 


Handifax 


ROSS-GOULD CO. 
311 N. Tenth St. (1) ST. LOUIS 


Many Styles — Wood or Steel 


Also non-folding chairs, tablet 
armchairs, folding tables. 


PROMPT SHIPMENT 
FROM STOCK 


Specify Requirements 
When Inquiring 


ADIRONDACK 
CHAIR CO. 


Dept. 1 
1140 Broadway 
New York 1, N. Y. 


| 
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Pad 
hygroscopic. 
and Green. 
Write for Catalog 


Jalton SPECIALTY 


82 Fulton Street 


FACTORY AND SHOWROOM 
Elizabeth |, N. J. 


FOR THE HOT, 
HUMID WEATHER— 


use our all-weather Woodblock Stamp 


no soggy impressions, non- 


e Furnished in 5 sizes, $00, 0, 1, 2 and 3. 


e Five colors—Red, Black, Blue, Violet 


CO. 


a ne ee 


Remington Rand Visible File—solidly built 
of wood. Reconditioned (good as new) olive 
green. 15 drawers. Capacity 1,020 cards. 
Complete with 5 x 8 card holders. 


ALSO OTHER SIZES WOOD KARDEX, 
STEEL KARDEX, AND OTHER MAKES 


World's Largest Dealers in Guaranteed, 


Rebuilt Visible Equipment. 
i 


The House that Confidence Built” GR-3-3741 
July, 1948 


Cost $130.65 
new 


© 


GENERAL PENCIL COMPANY « JERSEY CITY 6, N.. 


BUY 
Uw. 8. 
SECURITY 


BONDS 


NOW?! 
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IT ABSORBS SHOCK 
IT DEADENS NOISE 
IT DOES NOT SLIDE 


Kil-Klatter absorbs shock . . . stenographers 
leave the office without that worn-out feeling. 
It’s easier to type because KIL-KLATTER 


= " cushions the jar and deadens the noise. 
<— $400 at Your sTATIONER’S OR 
a OFFICE SUPPLY DEALER 


AMERICAN HAIR & FELT COMPANY 
E MERCHANDISE MART, CHICAGO 54, ILLINOIS 


LATTER 


THE SCIENTIFIC TYPEWRITER PAD — 


OFFICE MANAGEMENT AND EQUIPMENT 
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Designed for Beauty 
and Utility! 


i 
One of America’s best known industrial design organizations, in 1 
collaboration with Corry-Jamestown master craftsmen, pro- if 
duced the unequalled beauty and utility of STEEL AGE Desks. y 


i i 


3000 Line Secretarial Desk 


Equipped with adjustable 
gliders for leveling on uneven 
floors and to adjust height in 
any degree from 29" to 3014". 
Left or right side typewriter 
platform available. 


Every sleek inch of the 3000 Secretarial Desk is designed for beauty 
and greater working efficiency. The drawers operate effortlessly 
and the pontoon base gives added foot room all around. Like all 
precision-built STEEL AGE Desks, the Secretarial model carries 
the unmistakable mark of fine craftsmanship that assures years 


of perfect service. Buy STEEL AGE and you buy the best in 
steel office equipment! 


Buy STEEL AGE 
pe -and you buy the best! 


a CORY: IANESTOWN MANUFACTURING co. 
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Good to Look at... 


A Joy to Use... 
A Gem to Own 


M1 Exettile rw 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
...not shaded or blurred. 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


Urge your boss to buy you an Underwood 


All Electric .. . and you'll a/ways have 
his letters looking their best. 


You'll keep looking your best through 
each day, too. . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing . . . all day! 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
... therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation 


Typewriters... Adding Machines... Accounting 
Machines... Carbon Paper . .. Ribbons 
and other Supplies. 
One Park Avenue New York 16, N.Y. 
Underwood Limited, 135 Victoria St, 9? 
Toronto 1, Canada UNDER Oe 
Sales and Service Everywhere rd 
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